RAY KENNETH BUTLER, SR. 

P.O. Box 3694
Muskogee, OK 74402
raybutler_2000@yahoo.com
(918) 686-8682 (H)

(210) 259-1093 (C)

HUMAN RESOURCES SPECIALIST
SUMMARY 

An affable, conscientious and goal-oriented professional with current emphasis in Human Resource processes and future interests in management, training and development.
QUALIFICATIONS 

•Human Resources Experience (4 years)
•Excellent Communicator (oral/written)
•Training and Development (10 years)

•Customer Service and Relations
•Management and Leadership (10 years)
•Recognized Military and Scholastic Performer
RELEVANT HUMAN RESOURCES EXPERIENCE 
Department of Veterans Affairs, Muskogee, Oklahoma
2009
Human Resources Specialist

•Executed recruitment and staffing processes for a Veterans Health Administration hospital.
•Conducted technical review of SF-52 personnel actions ensuring accuracy and compliance with OPM and VA regulations.

•Served as Technical Advisor on Compensation Panels and Professional Standards Boards.

•Conducted employment interviews to screen applicants according to position descriptions.

•Created and published local, regional and national job vacancy announcements (DEU register).

•Examined and rated applications against minimum qualification standards.
•Maintained employee personnel records upholding strict confidentiality and accountability.

•Prepared certificates of eligibility for potential GS and WG employment candidates.

•Provided managers and employees with information and interpretations of agency policies, laws, rules and guidelines.
DynCorp International LLC, Fort Worth, Texas
2007-2008
Human Resources Specialist

•Directed New Hire Processes and Orientation for potential employees in a government services, worldwide corporation.

•Commenced and completed Employment Verifications (E-Verify) for former and current employees.

•Performed Background Checks for potential employees.

•Launched Contract Personnel Hire File (PHF) Audits and File Maintenance for 500 records and four aircraft maintenance
 contracts.
•Utilized PeopleSoft HCM system to execute appropriate personnel actions.

•Administrated Federal Sarbanes-Oxley (SOX) Compliance to targeted Personnel Hire Files. 

•Conferred selected personnel for Drug Testing administration.

•Facilitated Security Clearance Checks on selected personnel.

•Interacted with Human Resource personnel concerning recruiting initiatives and objectives.

•Assumed general clerical, material requisition and special project duties as assigned.

Texas Workforce Commission, San Antonio, Texas
2002-2003 
Workforce Development Specialist (Work Study during collegiate career) 

•Conducted daily job searches, referrals and development contacts via the TWC Job Matching System.

•Exclusively targeted the veteran audience for specific counseling and employment needs.

•Assisted the Disabled Veteran Outreach Program Specialist in case management procedures. 

•Performed first-time client assessment interviews and future employment reviews. 

Veterans Administration, San Antonio, Texas
2002 

HR Recruitment and Placement Assistant (Work Study during collegiate career)

•Assisted in the preparation of official personnel records and folders for prospective candidates.

•Reviewed and updated current personnel records.

•Screened employment applications for potential employment recruits.
EDUCATION

Park University, Parkville, Missouri
2002 - 2004

Bachelors Degree-Management and Human Resources 

•Attended ten consecutive eight-week semesters and earned 3.5 of 4.0 GPA (Cum Laude Honors Graduate)

ADDITIONAL EMPLOYMENT AND PERSONAL TRAINING

•American Red Cross: CPR (Adult, Child and Infant) Certification 2010, First Aid Certification 2010

•Department of Veterans Affairs (VHA): Basic Title 38 Staffing and Pay Setting Course 2009, WebHR Computer Training 2009, 
HR Collaborative System Redesign 2009


•DynCorp International: PeopleSoft HCM Version 8.9 Training 2007, Drug Testing Certification 2007, ISO 9001: 2000 Awareness-2007
•Sears Team Manager School (Corporate Headquarters) 2001, Franklin Covey Planning Seminar 2001 



•United States Army: Distinguished Military Intelligence career (formerly possessed TSSCI Security Clearance) 2001 


•U.S. Army: The Seven Habits of Highly Effective People 1997

•U.S. Army: Training Methods for Adjunct Faculty 1995

•U.S. Army: Prototypical Equipment Training Instructor 1991–1993

•U.S. Army: Technical School Platform Instructor 1990-1991

OFFICE SKILLS
•Proficient in most Microsoft Office Suite applications- to include Excel, Outlook and Word
•Typing Speed – approximately 40 WPM 

•Efficient in use of telephone, fax machine and scanner
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