Clifton A. Padgett Jr.
 8250 E. Harvard Ave Unit 8-103
Denver, CO. 80231
clifton_padgett@ymail.com
(720) 300.1640
 
OBJECTIVE:  To obtain a Dispatcher position in which my customer service, dispatch, personal, clerical and general office skills will contribute to greater office efficiency and productivity 
QUALIFICATIONS SUMMARY:
·               Administrative professional with an active DoD Secret Clearance.
·          Experience working in fast paced environments demanding strong organizational, technical, and interpersonal skills. 
·          Highly trustworthy, ethical, and motivated; committed to providing superior outcomes with exceptional time management skills. 
·          Confident and poised in interactions with individuals at all levels. 
·          Detail-oriented and resourceful in completing projects.
·          Ability to learn new skills quickly and multi task effectively.
·          Computer literate with proficiency in NeoGov, PeopleSoft, E-Verify, Microsoft PowerPoint, Excel, Word, Outlook, and Internet Explorer
 
EXPERIENCE:

HSS Security
Security Officer							       April 2014 – Oct 2014 
· Provide a visible deterrence to crime, prohibited activities, or suspicious activities in public and non-public which included areas such as the main hospital,parking areas, stairways, tunnels, mechanical areas, and patient treatment areas
· Respond quickly and effectively to emergency and non-emergency situations
· Escort patients/visitors and assist facility personnel
· Be alert for activities, which could result in injury to a person or damage to or loss of property
· Communicate effectively with diverse people including clients or their representatives, client employees, visitors, and client vendors
· Comprehend and fulfill written or verbal instructions
· Write accurate, clear, and legible reports
· Maintained a positive working relationship with facility staff members
· Maintained a thorough knowledge of a facility 
· Enforce and abide by all regulations and guidelines of the facility and HSS
· Perform other duties at the direction of or in the absence of the Security leader or Facility Security Representative
 
RK Mechanical                                                                                      May 2013 – Sep 2014
Human Resources Assistant
. Conduct pre-screening interviews
. Assist accounting with scanning invoices/filing 
. Communicate with applicants throughout hiring process via telephone/email
· Enter and maintain all pertinent applicant and interview data in the Human Resources Information System (HRIS) i.e. I-9, W4, Colorado Affirmation etc
· Perform reference, background, employment, and credit checks for potential employees
·Review and matched applicant skills to open positions requirements
·Prepare employment offer letters
·Create and updated all new hire packages
· Perform new employee drug screens
· Administrative duties i.e. data Entry and record keeping
· Coordinate flight and travel arrangements for current and new employees
· Work with hiring managers on recruiting planning meetings
· Efficiently and effectively filled open positions
· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation
·Organize and manage new hire orientation
 
 
United States Navy                                                      		 February 2010 – April 2013
Personnel Specialist
·   Maintained financial and service records of military personnel and prepared military personnel and pay transaction documents utilizing current Automatic Data Processing (ADP/TALEO) systems
·   Processed travel entitlements/DTS
·   Prepared and processed documents for new employees, employee transfers, promotions, terminations and other status changes according to established procedures
·   Organized internal employee communications regarding company policies, practices or procedures and announcements
·   Verified, issued, and maintained security of active, reserve, retired and dependent identification cards(Classified and Identified fingerprints as part of the issuance procedure)
·   Experienced in Defense Integrated Military Human Resources System, i.e. PeopleSoft
·   Served as collection agents of Government funds owed to U.S. Treasury
·   Maintained payroll and accounting databases for disbursement and collection of government funds
·   General Accounting
·   Filing & Data Archiving, including scanning documents into electronic filing system
·   Accounts Payable/Receivable
·   Prepared and routed correspondence and reports
·   Prepared financial reports
·   Maintained the vault and associated security procedures. Opened new accounts and handled account maintenance
·   Balanced Cash drawers, 3 atms, and the main cash vault on daily basis
·   Trained new tellers, identified and resolved any balancing errors
·   Organize and schedule travel arrangements (international/domestic)
 
Detroit Symphony Orchestra                                                      January 2009 – August 2009 
Customer Service Representative
·          Obtained customer information such as name, address, and payment method to process ticket requests, and orders
·          Delivered sales pitch that described products or services, in order to persuade potential customers to purchase season tickets or to make a donation.
·          Explained products or services and prices, and resolve inquiries from customers.
 


Education

Front Range Community College                                                                     September 2014
Associate Of Applied Science-Computer Information Technology
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Antoinette Spruill
Manager
U.S. Navy
USS Enterprise CVN 65
Norfolk, VA 23501
(757) 575-3466


Sakina Spears
Manager
U.S. Navy
(248) 275-3899


Mark Cocker
Industrial Security Representative
Lockheed Martin
12257 S. Wadsworth Blvd 
Littleton, CO 80125
(313) 576-5099

