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	OPERATIONS MANAGER/SENIOR ADVISOR/SUPERVISOR

	Summary of Qualifications
	Over 26 years of successful management and leadership experience in team work, protocol, policies and procedures, with a reputation for meeting the most challenging organizational goals and objectives. A pragmatic and focused individual recognized for planning and developing workable solutions to complex problems.  Adeptly executed the ongoing and continuous reassessment of operational projects. Attention to detail and personal involvement in multiple high profile events ensured their safe completion. A team player and confident leader with critical thinking skills.

Supervised and evaluated over 75 personnel

· Proficient in Microsoft Office, Word, Excel, PowerPoint
· Active DoD Secret Security Clearance
· Bilingual –fluent in English and Spanish

	Key Skills
	· Detail Oriented

· Able to multitask

· Supervisory experience

· Very organized

· Good customer service skills

· Good writing skills
	· Microsoft Office

· Great verbal communication skills

· Able to prioritize

· Can work well with all levels of staff

· Proactive

	Professional Experience
	United States Marine Corps, 1985 - Present
Master Sergeant (E8)

Airfield Services Chief, 2009-Present  

Producing higher performance standards and enhancing output, resulted in 25% higher efficiency in productivity.
Monitor equipment readiness and quickly identified shortfalls which reduce the possible down time in replacement or repairs.  
Provide fiscal guidance and management of operational budgets to lower level supervisors.

· Coordinate annual inspections at job sites for safety, inventories and compliance to directives.

· Submit comprehensive, accurate and timely reports to supervisors

· Developed and implemented a budget reporting system that improved accountability and spending requirements for millions of dollars in equipment and assets.  
· Conducted evaluations of airfields for operational support in real world situations which provided Executive level supervisors the capability to make immediate decisions on employment of aircraft, personnel and equipment. 


	Professional Experience
	Expeditionary Airfields Services Chief, (Supervisor)2004-2009

Planned, organized and directed daily job assignments and tasks

Supervised a team of 24 airfield technicians 

Troubleshot, disassembled and repaired equipment using electric and mechanical test equipment and hand tools
Maintained record logs on equipment, maintenance cycles, personnel man-hours and equipment usage which generated efficient productivity and accurate accounting of $2.5M in assets.
Managed a yearly budget of over $100.000 for procurement of parts and equipment which decreased discrepancies

Recorded, documented and tracked daily, weekly and monthly reports for accuracy

Training Coordinator/Airfields Services Chief, (Supervisor)2001-2004

Coordinated annual training with department heads that ensured 100% required training was completed in an orderly fashion and met the timeline.

Formulated a training plan that encompassed all areas as documented in policies and directives. 

Implemented a program to track training results and identify personnel who were deficient in training requirements and scheduled classes which increased the training rate of personnel by 40%. 

Maintained training records for over 60 personnel in the department which provided up-to-date statistics to the Executive Officer on training and readiness of personnel. 

Managed and prioritized annual maintenance projects for 8 job sites, which resulted in no-loss of operational capabilities.

Provided fiscal guidance and management of operational budgets to lower level supervisors.

Executed scheduled inspections at job sites which produced 100% compliance in safety, record keeping and budgeting. 

Submitted accurate timely reports to supervisors.

Quality Assurance Chief Inspector, 1998-2001

Conducted quality assurance inspections on equipment during maintenance cycles to ensure compliance to technical directives and safety in accordance with OSHA standards.

Audited work sections on logs and records, equipment inducted into the maintenance cycle, requisitions, inventory of parts and supplies, cleanliness and personnel training which enhanced the departments’ readiness by 50%.
Investigated reports of lost or missing tools by a thorough examination of tool control centers, job site and equipment followed by recommendations to the department supervisor for replacement, cost and responsibility.

Implemented quarterly inspections in compliance with the Naval Aviation Maintenance Program which resulted in better accountability and higher standards of productivity.

Coordinated quarterly Quality Assurance training for current Collateral Duty Inspectors which analyzed the proficiency of job skills, inspection procedures and safety adherence.  

Tested Collateral Duty Inspector nominees for knowledge, criteria and understanding of safety regulations and procedures and provided department supervisor with recommendations to approve/disapprove assignment. 


	Professional Experience
	Senior Drill Instructor/Drill Instructor, (Supervisor) 1996-1998

Indoctrinated new recruits entering the military into the customs and practices of military life.
Trained over 500+ recruits in Military conduct, Marine Corps customs and courtesies, History, Physical Fitness and Core Values.
Supervised uniform inspections of recruits which resulted in great attention to detail of weapons and uniforms.
Taught recruits the concept of teamwork thus providing them with the abilities to accomplish demanding tasks, and working with a diverse group of young men.
Instructed recruits in the conduct of Drill, which instilled unity, discipline, and camaraderie. 
Conducted physical training with recruits, at a minimum three times a week, which provided physical conditioning, by way of track workouts, formation runs and focused on enhancing upper body strength thru a circuit course.
Instilled in recruits, the drive to accomplish assigned tasks thru motivation, integrity, leadership and responsibility.
As the Senior Drill Instructor, was ultimately accountable for the training of the platoon and for the efficiency of the Drill Instructors on the team.
Expeditionary Airfields Technician/Crew leader (Team leader/supervisor), 1985-1996

Operated and maintained arresting gear, and associated mechanical, hydraulic, and control systems involved primarily in aircraft takeoff and landing operations. 

Conducted installations and maintenance on visual landing aids; testing and maintaining launch and recovery equipment using electric and mechanical test equipment and hand tools.
 Activated airfield arresting systems, such as crash barriers and cables, during emergency landing situations which provide the pilot the ability for a safe landing in a short amount of distance as to prevent further possible damage to aircraft or injury to personnel.
Directed aircraft launch and recovery operations which provide the pilot with taxiing procedures, arrestment landing capabilities to include operations during inclimate weather. 
Maintained logs of airplane launches, recoveries, and equipment maintenance cycles thus providing efficient productivity and accurate reporting to supervisors. 

	Other Experience
	Assistant Manager, Northwood Pizza, 1995-1996

Maximized kitchen productivity and staff performance.
Provided training and development to new employees which amplified the proper procedures of food handling, food storage and good housekeeping rules.
Excellent communication skills, maintained positive relations with staff and customers in high volume fast-paced operations.

Interviewed applicants for future employment in the establishment.

Organized the kitchen setup thus providing a more efficient and productive team and product output.

Inventoried food supplies and provided the Manager with a daily order list.
Proven ability to handle currency and financial transactions accurately and resolve discrepancies promptly.

Recommended changes to the Manager when safety hazards were present which reduced accidents from 20% to 6%.


	Education
	University of Maryland University College, FPO Okinawa, Japan

 Accounting and Business Management, Aug 2003

GPA 3.5



	Certifications
	Certified in Contingency Airfield Pavement Evaluations - 
Air Force Civil Engineer Support Agency - Tyndall Air Force Base, FL - July 2011




