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SUMMARY

I have proven success in the recruiting field providing the “white glove” treatment to every candidate and maintained that treatment all the way through disposition, irrespective of position or level. I was hand-picked by the corporate senior manager to be a member of a newly created recruiting team to take over an area that had struggled for three consecutive quarters. I was able to accomplish my assigned recruiting mission the entire time I was a recruiter. I distinguished myself as the Top New Recruiter for fiscal year 2000; the Top High School Senior Recruiter for the 2001 fiscal year; the Top Quality Recruiter for the 1st quarter of fiscal year 2002; and the Top Recruiter for 3 months.

I am an award winning management leader who brings 18-years of solid personnel management know-how to the table. During the course of my career, I have developed expert level skills in recruiting strategies, team and training development, personnel evaluation, conflict management/resolution as well as ancillary skills in material requisitioning, property accountability, vehicle maintenance, risk mitigation and safety. 

I am an adept and skillful communicator who can interact effectively with personnel of various levels. I am resourceful in concentrated, fast paced, stressful, and diverse environments and have been recognized on numerous occasions for my exceptional performance and contributions to the organizations goals and budgetary expectations.
 
EDUCATION

Thomas Edison State College, Trenton NJ - Bachelor of Arts in Social Science,
University of Pennsylvania, Philadelphia PA - Master Resilience Course - Graduate

Training 
Fort Jackson SC - Recruiting & Retention School 
Defense Equal Opportunity Management Institute, Patrick AFB FL - Equal Opportunity Advisor Course, Equal Employment Opportunity Mediation Course
Fort Knox KY - Non-Commissioned Officers Academy 
U.S. Army Sergeants Major Academy - Battle Staff Non-Commissioned Officer Course
NCO U.S. Army, Fort Hood TX - Deployable Sexual Assault Response Coordinator Course, Sexual Harassment/Assault Response and Prevention Specialist Course, Unit Victim Advocate Course
Fort Hood TX & Living Works - Applied Suicide Intervention Skills Training (Train-the-Trainer Program)

SKILLS

Functional:	Develop, Manage, Maintain, Coordinate, Direct, Negotiate, Advise, Promote, Support, Assist, Research, Analyze, Prepare, Present    	
Technical:	Microsoft Office (Word, Excel, Outlook, and PowerPoint), Adobe Acrobat	
Methodology:	Army Recruiting Policies, Army Equal Opportunity Program & Policies
Equipment:	Copiers, faxes, printers, laminators, plotters, Voice-Over-Internet (VOIP) telephones, and digital projectors.  Experienced with Dell, Toshiba, and Hewlett Packard hardware.

EXPERIENCE

Management and Training Consultants Inc., McGuire AFB NJ			08/12 to Present
Trainer / Group Facilitator

· Facilitated the U.S. Air Force’s first Resilience course with the Air Mobility Command at McGuire AFB, New Jersey 
· Trained 39 personnel in resilience techniques and applications which ultimately increased efficiency as well as mental agility in the workforce 
· Utilized the Adult Learning Theory which created an atmosphere conducive to relative and practical applications enabling all students to master the material presented, resulted in a 100% graduation rate for the course 

United States Army									11/99 to 07/12

Personnel Supervisor, Fort Hood TX/Tikrit Iraq 05/10 to 07/12
· Excellent communications skill in both spoken and written form resulted in a 100% operations completion rating
· Developed and implemented training plans which decreased the amount of time spent retraining perishable skills by more than 100 hours and resulted in the organization being selected as the top small organization in October 2010 
· Monitored the career progression and professional counseling of 21 professionals resulting in 4 promotions and increased the cohesion and productivity of the organization which was recognized by the senior executive 
· Provided oversight on the maintenance and accountability of 4 M1A2 Systems Enhanced Package Version 2 Abrams tanks, 1 M1151 Humvee, 4 MaxxPro Plus Mine Resistant Ambush Protected (MRAP) vehicles resulting in a 98% operational readiness rating at all times 
· Requisitioned the materials necessary to conduct a wide array of operations enabled a rapid response in supporting the overall organizational mission in a deployed environment
· Worked in diverse and fast paced environments

Equal Opportunity Advisor, Fort Hood TX & Kirkuk Iraq 05/08 to 05/10
· Impeccable follow-through ensured all Equal Opportunity cases to be closed within the required time as directed by U.S. Army policy 
· Advised the senior executive of an organization consisting in excess of 4000 members in all aspects related to Human Relations and Equal Opportunity resulted in the senior executive’s enhanced understanding of the dimensions associated with the Army’s Equal Opportunity Program and policies 
· Trained and mentored junior Equal Opportunity Leaders on a monthly basis to ensure they understood the policies, regulations, inspection areas, and training methods in order to enhance a better understanding in their organizations which resulted in an inspection rating of superior given by the corporate EO office 
· Resourced the funding, materials, and support for more than 20 ethnic observances which increased the knowledge and awareness of all members resulted in only 3 formal equal opportunity complaints over a 2 year span
· Identified and worked through problems and conflicting issues in a clear and diplomatic manner 
· Corresponded with Equal Opportunity Representative applicants to notify them of opportunities
Operations Supervisor, Fort Hood TX 01/08 to 05/08
· Assisted the Plans Cell senior management during all aspects of future operations for the organization by providing technical expertise and sound recommendations ultimately increasing the clarity of orders and the overall mission success of the organization 
· Assumed duties as the senior manager (enlisted) in his absence 
· Forecasted and requisitioned all materials needed for the cell to operate efficiently allowed the cell senior management to focus on mission development 
· Maintained property records and documents for $250K worth of office equipment aided in no loss of property during the redeployment from Iraq

Operations Liaison, Baghdad Iraq 10/06 to 01/08
· Performed as the information conduit between organizations by briefing more than 75 high level missions and providing oversight to more than 350 operations overall, enabling the organization to increase its productivity and mission execution rate 
· Ensured 8 other liaisons understood various aspects of mission planning, terminology, and applications of reporting formats for the organization which increased efficiency in reporting and decreased inconsistency in the information as it was received 
· Unmatched leadership abilities allowed selection by the senior operations manager to manage the liaison section of 8 other liaisons, received accolades from both the junior and senior operations executives

Operations Manager, Fort Hood TX/Baghdad Iraq 12/03 to 04/06
· Able to multi-task in a fast paced environment which enabled fluid and continuous operations in a combat environment
· Managed 24 personnel and implemented a quality of life program within the organization that was recognized by the senior operations executive as well as the organizations senior manager and senior executive as an invaluable asset to any organization  
· Streamlined the process of digital record keeping which saved the organization $10K per quarter enabling the organization to utilize those funds on additional training 
· Maintained oversight on the maintenance and accountability for one M1A2 Systems Enhanced Package Abrams tank, one M2A3 Bradley fighting vehicle, one M113 personnel carrier, two M1068A3 Standard Integrated Command Post System (SICPS) Carriers, six M998 Humvee’s, one M1078 light utility truck, and electronic equipment valued in excess of $8.5M dollars 
· Demonstrated effective communication styles and knowledge by analyzing a wide variety of position requirements
· Wrote over 300 orders which were conducted by affiliated organizations resulting in no missions missed or mishandled

Recruiter - Assistant Recruiting Station Manager, Phoenix AZ 11/99 to 12/02
· [bookmark: _GoBack]Aggressively sought candidates to fill open positions via on-line communications, social media, and networking
· Recommended improvements in processes and ensured the U.S. Army remained highly competitive in the acquisition of “talent”
· Conducted phone screening on potential candidates as well as fielded phone calls from potential Maintained constant communication with staff through duration of employment
· Assisted with the initial onboarding of new team members 
· Prepared enlistment case files, officer and warrant officer candidate school selection files
· hires
· Partnered with hiring managers to coordinate interview schedules
· Managed candidate pipeline, dispositioned candidates, and updated the Army’s candidate database
· Developed recruitment strategies to achieve required staffing levels
· Provided initial screening and obtained work history, education, training, job skills, and salary information 
· Reviewed and interpreted data, transactions, policies, and U.S. Army recruiting practices
· Managed requisitions and developed appropriate recruitment strategies with managers
· Coordinated and attended job/career fairs with appropriate staff as a source to generate qualified applicants
· Arranged travel and lodging for applicants
· Implemented the University Recruiting Strategy, represented the U.S. Army at events
· Developed and maintained professional relationships with high schools, colleges, community college placement offices as a source to generate qualified applicants
· Assisted in the supervising, training, and managing of 5 recruiters and their daily assigned duties 
· Conducted daily performance reviews which enabled station manager to complete time sensitive statistical data analysis for regional management staff resulting in increased overall efficiency within the station 
· Advised high school administrators, faculty, and students about opportunities
· Established, nurtured, and maintained rapport with local officials, parents, and other centers of influence all of which enabled nomination as New Recruiter of the Year 2000 and setting the pace for numerous awards thereafter

