			Charles S McCubbins

	2515 Whispering Pines Rd

	Albany, GA 31707

	
Contact Phone:  (229) 854 -7139

	Work Phone:  

	[bookmark: _GoBack]Email Address:  charlesdawn1986@gmail.com

	

EXPERIENCE

	08/2008 to Present ; 40 hours per Week; Financial Technician; GS-07-4; last promoted 01/2010; permanent employee; not on a temporary promotion; Marine Corp Logistics Budget Office, 815 Radford Ave; Gene Pilkey , 229-639-7120 ; may contact supervisor. 

Account maintenance and accounting support work requiring a basic understanding of accounting systems, policies, and procedures to examine, verify, and maintain and reconcile accounts and accounting data, prepare and analyze reports. This work also requires knowledge of accounting systems, standard accounting codes, classifications and terminology and the ability to apply various accounting methods and techniques. 

Technical work in support of the receipt, disbursement, examination, deposit and custody of cash items which includes handling cash items or use of cash accountability control methods. This work requires knowledge of the negotiability and validity of cash items, the acceptability of required supporting documents, and cash processing procedures of Federal agencies and commercial institutions. Requires review to determine signature authentication, correct processing codes, and may include operation of cash registers. Requires the ability to work accurately with figures. 

Work consisting of examination of documents for accuracy, adequacy of documentation, compliance with regulations for goods and services provided to or by the Government, satisfaction or default in fulfilling contractual obligations, reimbursements for medical and domiciliary care, education, travel and transportation. Knowledge of procedures and regulations required to examine invoices, voucher, and related documents is required. Also may require knowledge of schedules, procurement instructions and procedures, travel regulations, commercial practices, trade customers and terminology general terms and provisions of Government contracts, foreign currency, weight conversion tables, etc. Must have ability to make and verify arithmetical computations. 

Determining pay, payroll records maintenance, and completion of reports pertaining to civilian employees of the Federal Government. Answering requests and providing advice to employees, supervisors, financial specialists and personnel specialists on pay related rules, regulations, and procedures. Work may include making collections not related to pay and leave, maintaining retirement records, or processing health benefit forms. Employee may post, examine, balance, compute, and extract data from records to prepare reports. Work requires substantial knowledge of civilian personnel rules and regulations that affect pay. 

Performing work to establish, maintain, correct, and close pay accounts for active, reserve, or retired armed forces personnel and their annuitants. Work includes in processing, out processing, and separating service members, responding to pay inquiries, reviewing pay debts, and processing adjustments. Work requires knowledge of military pay entitlement laws, regulations, and procedures. 

Performs technician work in support of budget analysis and administration such as maintain ledgers, budget formulation, compiling, consolidating, checking and arranging funding data. Work requires knowledge of budget procedures related to budgeting in the Federal Service. Practice understanding and skill in the application of administrative rules, regulations and procedures associated with records, reporting, processing, and keeping track of budgetary transactions are required. 



	12/2007 to Present ; 65 hours per Week; Visual Information Specialist; GS-1084-09; last promoted Not Specified; temporary employee; not on a temporary promotion; Maintenance Center Marine Corp Albany, 815 Radford Ave; William G. McAllister , 229-639-6298 ; may contact supervisor. 

Achieved operational objectives by contributing information and recommendations to strategic plans and reviews; preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change. Developing information and design strategies; recommending media selection, format, and presentation style. Enhances department and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments. Prepared designs, photographs, photo layouts, and produced other graphics for publication. Interacted and coordinated activities with agency officials, printers, contractors, writers, editors, and others.Wrote instructions.Created graphics for publications, CDs, articles, book covers, charts, graphs, etc. Prepared slides, overhead transparencies, and world/state maps for internal/external use. Used software, cameras, and color scanners. Reviewed production of the artwork with a Project Managers and a Technical Writer/Editor. Served as a liaison between the customer, the print service, and other technicians. Offered instructions to coworkers about how to locate and download recommended fonts and logos from the Intranet. Adhered to publication standards by communicating with the Publication Specialists. 


	11/2006 to 12/2007; 40 hours per Week; Management Program Assistant; GS-0344-05; last promoted Not Specified; permanent employee; not on a temporary promotion; Provost Marshall Office, 815 Radford Drive Albany, GA 31707; Mark Sowers , 229-639-7592 ; may contact supervisor. 

Develops, analyzes, evaluates, advises on, or improves the effectiveness of work methods and procedures, organizations, systems, and similar functions of management related to goals and objectives of regional initiatives. Performs work requiring professional or analytical knowledge of a fiscal, financial management, accounting or budgetary nature. Coordinates work involvement with RMD resources outside the Branch. Assists in formulating, presenting, executing, and analyzing organizational budgets. Participate in developing the annual budget formulation and/or execution process. Assists in evaluating financial trends, informing upper management of key matters involving agency processes or decision making, determining resource requirements and recommending allocations based on priorities and needs, monitoring budget allocation and execution to insure that operating program objectives are met, analyzing budget requests by employing techniques such as cost-benefit analysis, program trade-offs, and exploring alternative methods of funding and monitoring the use and rate of expenditure of budgeted funds through continuing dialogue with program officials and their staff, review of written documents, and examination of accounting records. On completion of the project, calculates the total amount of funding, staff hours and equipment time used, and salary, material, and other costs incurred. Attends planning conferences and meeting which affects current and future requirements of the program. Assists in the preparation of the agenda items, presentations and reports.Provides daily assistance in the management, execution, and function of one or more of the following general support areas. Travel (DTS) administration and execution, budget execution related to travel and processing of routine administration. Knowledge of time and attendance reports data using printouts from Standard Labor Data Collection and Distribution Collection (SLDCADA),leave slips, and overtime request sheets;prepares and enters T&A in accordance with written instructions and transmits data to master data base. Provides assistance in the coordination and execution of these support functions within both the Navy and joint intelligence services/agency evironment. Assists in providing statistical data and information to aid management decisions on enterprise support processes and proper execution. Assists in selecting, extracting, and collecting data for command military and civilian leadership to be used as a source of procedural and technical information. 

	07/1996 to 08/2005; 55 hours per Week; Program Manager; $32,000 per Annum; last promoted Not Specified; permanent employee; not on a temporary promotion; 480th Intelligence Group, 23 Sweeney Blvd Hampton, Va 23665; John Kallemeres , 757-225-3447 ; may contact supervisor. 

Led production of DOD's sole-source Threat Recognition Program. Managed the production and dissemination of 260,000 products yearly to 547 customers worldwide. Supervised 14 person team consisting of four specialty functions. Accomplished human resource objectives by recruiting, selecting, orienting, training, assigning, scheduling, coaching, counseling, and disciplining employees; communicating job expectations; planning, monitoring, appraising, and reviewing job contributions; planning and reviewing compensation actions; enforcing policies and procedures. Achieved operational objectives by contributing information and recommendations to strategic plans and reviews; preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change. Meets financial objectives by forecasting requirements; preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions. Helps clients by developing information and design strategies; recommending media selection, format, and presentation style. Produces media programs by designing, directing, and editing production. Supports convention and meeting objectives by determining audio visual needs. Selects media equipment by identifying communications requirements; defining specifications; soliciting and evaluating vendors and services. Coordinates annual Threat Recognition production with HQ USAF and major commands to ensure satisfaction of training requirements and inclusion of specific unit requirements in future production. Establishes capabilities, services and solicits feedback to improve products policy and procedures for completion of hard and softcopy production processes. Leads personnel to research and analyze multisource products to produce posters, videos, computer-based training modules, and Web pages. Informs customers of current and projected capabilities, services and solicits feedback to improve products. Provides oversight and quality control of all products. Responsible for specialty training, on-the-job training, proficiency, and lateral training for flight personnel. IMPAC purchasing agent, billing official, and approval agent. Video Teleconferencing Representative. Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations. Enhances department and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments. 

	1/1991 to 11/1996; 60 hours per Week; Supervisor; last promoted Not Specified; permanent employee; not on a temporary promotion; White House Communication Agency, Bolling AFB Washington DC; Military ; may contact supervisor. 

White House Communication Agency-Supervises day-to-day operations of 10 person branch, consisting of four specialty functions. Establishes and maintains communications processes to enable the President, Presidential staff, Vice president, Presidential Emissaries, White House Staff and the United States Secret Service worldwide audiovisual, voice, and data communications as directed by the White House Military Office. Compile all comments about President, Vice President, and Cabinet level positions daily, weekly, and monthly for review by staff and delivery to the National Archives. Ensured proper set up of audio, lights video, radio, and Teleprompter equipment in support of 18 acres and Presidential travel mission. Accomplished human resource objectives by recruiting, selecting, orienting, training, assigning, scheduling, coaching, counseling, and disciplining employees; communicating job expectations; planning, monitoring, appraising, and reviewing job contributions; planning and reviewing compensation actions; enforcing policies and procedures. Achieved operational objectives by contributing information and recommendations to strategic plans and reviews; preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change. Meets financial objectives by forecasting requirements; preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions. Successfully worked with all departments and established the policies, procedures and training guidelines required to operate a new production process in support of the Presidential Support Program. Ensured the inspection and accountability of all White Communication assets delivered to the production floor for completeness, function check and any damage assessment. (WHCA very Redundant) Ensure the proper equipment was palletized and loaded on C-130, C-141 or C-5 shipped correctly to Presidential site location. Upon arrival at location ensure that equipment was properly off loaded function checked and secured then moved to site location to be setup for Presidential arrival. These positions required constant safety training because of the cost of the equipment and the safety of the men and women working with you. Palatalization and aircraft safety training, Flight line driving safety, Supervisor Safety Training, Self Aid and Buddy, CPR, Fire Prevention and Protection, Occupational Health On-The-Job Training. All military units require that each person have an up to date Air Force Form 55, this information is a necessary component of the Job Safety Analysis (JSA), and Operational Risk Management (ORM) Programs. 

	
EDUCATION

	St. Joseph High School, Jackson, Mississippi; 1978 High School Diploma

	Hinds Junior College, Raymond, Mississippi;  1978

	
PROFESSIONAL TRAINING

	Marine Corp: Sexual Harassment 1 hr 09/2007 
Marine Corp: Computer Security 1 hr 08/2007 
Marine Corp: Equal Employment Opportunity 1 hr 09/2007 
Air Force Course: Visual Informantion Craftman 160 hrs 12/1985 
Air Force Course: Total Quality Management Customer Service 8hrs 11/2001 
Air Force Course: Refresher Physical Security Training 2hrs 07/2000 
Air Force Course: PME Code USAF Academy Managerial Communication I& II 240 hrs 10/1991 
Air Force Course: Task Certifier CRS 16 hrs 10/2000 
Air Force Course: Mission Support Group Commander's Seminar 40 hrs 04/1995, 1/1998 
Air Force Course: PME Code U Leadership School 180 hrs 04/1986 
Air Force Course: OJT Trainer/Supervisor Familiarization 40hrs 5/1987, 08/1992, 01/2002 
Air Force Course: PME Code X NCO Preparatory Course 80 hrs 02/1985 
Air Force Course: Total Quality Management 40 hrs 07/2000 
Air Force Course: Microsoft Outlook 16 hrs 06/19989, 10/2000 
Air Force Course: Microsoft Office 16hrs 06/1989, 10/2000 
Air Force Course: Microsoft Excel 16 hrs, 06/1989.10/2000 
Air Force Course: Microsoft Access 16 hrs, 06/1989, 10/2000 
Air Force Course: Microsoft Power Point 16 hrs, 06/1989, 10/2000 
Air Force Course: Supervisor Safety Training 30 hrs 04/1996/15/2001 
Air Force Security Awareness Course: 4 hrs 02/1983-02/2003 
Air Force Course: Sexual Harassment 2 hrs 02/1983-02/2003 
Air Force Course: Hazardous & Palletizing Training Classes 40hrs 01/1987, 08/1998, 11/2004 
Air Force: Safety Training Class 4 hrs 11/2004 
DLA: Assistance Logistics Training 32 hrs 10/1995/02/2001 
DLA: Tracking Programs 8 hrs 11/1995, 05/1999 
Army Visual Information School: Fort Meyers, VA 80 hrs 03/1995 
Business Objects, Material Information System Tracking (MIST). Man Hours, Material Cost, and Expenses 40 hrs 11/1999 

	
PROFESSIONAL LICENSES/CERTIFICATES

	TS/SBI

	
PROFESSIONAL RATINGS, AWARDS, AND RECOGNITIONS

	Presidential Service Certificate 
Air Combat Command Communication/Information NCO of the year 
480th IW Enlisted Contributor of the year 
480th IG Senior Technician of the year 
Air Force Outstanding Volunteer Award 07-00 
Air Combat Command Visual Information Outstanding NCO 01-03 
Coached VA Legends Women National Travel Fast Pitch Softball ages 12 thur 16 put four young women in Division 1 and 1AA Colleges on scholarship 

	
OTHER INFORMATION

	I currently hold as TS/SBI Clearance. 
Specialized software on PC platform specifically, CAD, CorelDraw, Adobe Photoshop, Adobe Illustrator, Adobe Freehand, PowerGoo, PageMaker, MS Office, Web Design. Create text, graphics and chart slides for format. Designs graphics for incorporating video, audio and animation into PowerPoint presentations. Designs illustrations and logos; and or draws, illustrates and letters original artwork using pencil and markers and ink. Designs booklets, training guides, publications, and flyers/posters.etc. Produces high-resolution digital image acquisition (camera and scanning) to include digital image creation, enhancement and manipulation. Professional artist who complies computer-generated images, line drawings and textual data as needed to assist in production of posters, multimedia briefing and other digital created products using the most cost effective methods. Operate a large-scale video teleconferencing system, which includes digital coder and decoder, peripheral; computer-associated computer driven VTC room equipment. 
Use of Microsoft Office Programs: Excel, Access,& Power Point. Business Objects, Material Information System Tracking (MIST). Man Hours, Material Cost, and Expenses 

	

U.S. MILITARY SERVICE INFORMATION

	Active Duty: 07/1985 to 08/2005 - U.S. Air Force
Campaign badges and/or expeditionary medals received: AFMS, AFCM AFGC AFAM, NFS1 star, GWTSM ,Air Force Overseas Tour,Air Force Longevity Service Award, Military Outstanding Volunteer Medal,Air Force Outstanding Excellence Award, Air Force Outstanding Unit Award
Honorable Discharge

Retirement Rank: E-7. Date: 08/01/2005
Percentage of service connected disability 0 70%
Date of last Veterans' Administration Letter: 01/11/2008

	
ADDITIONAL DATA SHEET 

	Charles S McCubbins

	1. Appointment Eligibility:
      Yes-Current Permanent United States Marine Corps Civilian
      Current Permanent Federal Civilian Employee
      Veterans Recruitment Appointment and/or 30% or More Disabled Veteran
      Veterans Employment Opportunity Act Eligible

	2. Citizenship:  Yes

	3. Appt Preference:
      Temporary (positions lasting less than 1 year)
      Term (positions lasting 1 year or more, but less than 4 years)
      Shift Work
      Not interested/available in any of the above types of positions - only want permanent full time

	4. Willing to Travel:  6 or More Days

	5. Vet Preference:  10-Point 30% Compensable Preference

	6. Low Salary Accept:  $40,000

	7. Qualified Typist:  Yes

	8. Birth Date:  08/10/1959

	9. Geo Preference:   FL, Eglin Air Force Base ;  FL, Panama City ;  FL, Pensacola ;  GA, Albany ;  LA, Avondale ;  LA, Barksdale Air Force Base ;  LA, Baton Rouge ;  LA, Belle Chasse ;  LA, Lockport ;  LA, New Orleans ;  MS, Bay St Louis ;  MS, Biloxi ;  MS, Gulfport ;  MS, Meridian ;  MS, Pascagoula ;  MS, Stennis Space Center ;  CANADA, Nanaimo ;  UNITED KINGDOM, London ;  GERMANY, Heidelberg ;  GERMANY, Stuttgart ;  GREECE, Souda Bay-Crete ;  ITALY, Aviano ;  ITALY, Gaeta ;  ITALY, LaMaddalena-Sardinia ;  ITALY, Naples ;  ITALY, Sigonella-Sicily ;  SPAIN, Madrid ;  SPAIN, Rota ;  JAPAN, Atsugi ;  JAPAN, Iwakuni ;  JAPAN, Okinawa ;  JAPAN, Sasebo ;  JAPAN, Tokyo ;  JAPAN, Yokosuka ;  JAPAN, Yokota ;  LA, Morgan City ;  LA, Slidell

	
RACE/ETHNIC STATUS:  White (Wht) 

	SEX:  Male
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	Deputy Assistant Secretary of the Navy (Civilian Human Resources)
This is an Official U.S. Navy Web Site 



