THOMAS L. CARLSON


Thomas Carlson
757 Bellview Way

Seneca, SC 29678

Phone: (864)552-0138

Email: Thomas.L.Carlson@aol.com
Objective: Gain Employment at your company.

HIGHLIGHTS OF QUALIFICATIONS
· Department of Defense Secret Clearance

· Experienced Military Professional with strong leadership and relationship-building skills, with full team work capability and ability.

· Client-focused and meticulous administrative representative that excels in providing personnel, financial, and legal solutions to customers. Solid understanding of the Resource Management, Personnel interactions, customer relations as an administrative representative. Received recognition by the Command for being a the most valued asset.

· Experienced Team Leader with excellent client and project management skills. Action-oriented with a strong ability to communicate effectively with technology, executive, and business audiences. While working as a Brigade Repairs and Upgrades position in-charge of two lower echelon units. 

· Experienced in being a Sales Consultant.

· Skilled Enhanced Early Warning System Operator and Maintainer with experience in the Air Defense Artillery Branch. Familiar with The Electronic Power Plant, Battery Command Post, Patriot Radar Set, Antenna Mass Group, and many other Patriot specific for use with US and Joint forces.

· Counter Rocket Artillery and Mortar (C-RAM) with more than 19 months of experience planning, developing and implementing the use of the LCMR (Lightweight Counter Mortar Radar) and the phalanx Weapon System. The System Administrator for the FAAD and AMDWS systems for all of Iraq from 06-07 as well as system usage. 
Personal Strengths 
Safety management / Quality control / Coaching and training techniques / Problem resolution / Federal/State tax preparation / Report development / Meet deadline / Schedule management / Typing 50 WPM / Spreadsheet development / Administrative operations / 

Multitasking skills / Operations analysis / Conflict resolution / Training development / Store maintenance / Shipping and receiving / Customer service / Telecommunication skills / Strong client relations / Effective communicator / AC/DC power and control systems / Superior troubleshooting skills / Drilling and testing skills / Proficient at Microsoft Office /

Excellent research skills / Strong mechanical and critical thinking skills / Supervisory experience / Fiber optics experience / Quality control / Consistent work history /Meets and or exceeds goals and deadlines / Team building / Motivation  / Ability to work with little to no supervision / Interpersonal skills / Friendly and enthusiastic / Gregarious and positive personality / Excels at up selling / Listening skills / Courteous demeanor / Energetic work attitude / Creative self-starter / Dedicated to integrity / Respectful / Open-minded / Calm under pressure / Ability to travel / Team player / Adaptability / Quick learner / Team leadership skills / Strong work ethic / Manual labor skills / Working night shift / Power tools / Lifting up to 100 lbs / Coupling and uncoupling / Troubleshooting / Good at following instructions / Complaint resolution / Basic and some advanced computer skills

Work Experience 
2013 to Current
Auditor Hawthorn Suites


         Greenville, SC

2013 to 2013

Sales Consultant Mckinney Dodge

         Easley, SC

2012 to 2013
  
Orderly Room Clerk 1-1 ADA

         Okinawa, Japan

2009 to 2012

EWS Operator / EW Specialist 1-1 ADA
         Okinawa, Japan

2009 to 2009

Repairs and Upgrades 108th ADA BDE
          Ft. Bragg, NC

2008 to 2009

S4 Logistics Clerk 1-7 ADA 108th BDE
          Ft. Bragg, NC

2007 to 2008

EWS Operator (Admin)3-4 AMD 108th BDE          Ft. Bragg, NC

2006 to 2007

C-RAM Sense and Warn Operator 1st Cavalry     Ft. Hood, TX

2005 to 2006

C4I Oper/Main EW Specialist 1st Cavalry 
          Ft. Hood, TX

2005 to 2005 

C4I Operator and Maintainer 56th Tradoc 
          Ft. Bliss, TX

2005 to 2005

Intel Analyst USAICFH CO A 

          Ft. Huachuca, AZ

2004 to 2005

Initial Entry Soldier BASIC TRAINING 
          Ft. Leonard Wood, MO
Education
1. Anti-Terrorism Level 1 Awareness Training



      July 2012

2. Digital Training Management System




      June 2012

3. Japanese Basic Course





      May 2012

4. Military Drivers Training Course




      February 2012

5. Composite Risk Management 




      November 2011

6. Global Assessment Tool





      November 2011
7. Air Defense Enhanced Early Warning Operator (MOS 14H)

      November 2011

8. Combat Lifesaver Course





      August 2011

9. Patriot Launching Station Enhanced Operator / Maintainer (MOS 14T) June 2011

10. Employee Safety Course





      March 2011

11. Social Media and Operations Security Training


      December 2010

12. DoD Information Assurance Awareness



      December 2010

13. USAR-J Unit Armorer’s Certification Course



      November 2009

14. Counter Rocket Artillery and Mortar System Administrator

      June 2006

15. ADA C4I Tactical Operations Center Enhanced Operator/Maintainer     November 2005

16. Air Defense Artillery High to Medium Air Defense (MOS 14J)
      November 2005

17. Intelligence Analyst (MOS 96B)




      February 2005

18. Wil Lou Gray High School





      June 2004
Work Experience Detail
February 2013 to

Hawthorn Suites by Wyndham.
Current


Greenville, SC






Auditor
Ensures compliance with established internal control procedures by examining records, reports, operating practices, and documentation. Verifies assets and liabilities by comparing items to documentation. Completes audit workpapers by documenting audit tests and findings.  Communicates audit findings by preparing a final report; discussing findings with auditees. Complies with federal, state, and local security legal requirements by studying existing and new security legislation; enforcing adherence to requirements; advising management on needed actions. Prepares special audit and control reports by analyzing, and summarizing operating information and trends. Maintains professional and technical knowledge by attending educational workshops; Contributes to team effort by accomplishing related results as needed.

February 2013 to

McKinney Chrysler, Dodge, Jeep, Ram LLC.
December 2013

Easley, SC






Sales Consultant

Sales consultants are the middlemen between companies and clients, promoting products and services and building long-term commercial relationships. They may work on either an employed or self-employed basis. Those working for employers often receive benefits and bonuses on top of a set salary, while self-employed consultants work independently, setting their own hours and level of income.Key responsibilities include identifying and meeting customer needs within their allotted sales territory, maintaining good after-sales relationships, keeping records of customer appointments and completed sales, and providing detailed information on the products they are selling. It is also important for them to regularly update their product knowledge, as well as hone and develop their selling techniques. The most successful consultants provide a personalized service to their customers, establishing trust and taking a non-confrontational approach to selling.

February 2012 to

Charlie Battery 1-1 ADA
February 2013


Okinawa, JP






Orderly Room Clerk

Assisted in all areas of administrative work including data entry, receptionist duties, file organization, research and development. Systematically increased office organization by developing more efficient filing/documenting system and customer database protocols. Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude. Prepared folders and maintained records of newly processed soldiers. Maintained detailed administrative and procedural processes that reduced redundancy and improved accuracy and efficiency to achieve organizational objectives. Handled, processed and distributed confidential soldier information. Handled daily heavy flow of paperwork and cooperated with the accounting departments on invoicing and shipping problems. Cross-trained and provided back-up for other customer service representatives when needed. Managed wide variety of customer service and administrative tasks to resolve soldier’s issues quickly and efficiently. Assisted soldiers in person and via telephone. Earned management trust by serving as key holder, responsibly opening and closing Office. Learned, referenced and applied technical knowledge information. Communicated all needs or issues to appropriate supervisors. Participated in physical inventory counts every quarter. 

November 2009 to

Bravo and Charlie Batter 1-1 ADA
January 2012


Okinawa, JP






EWS Operator / EW Specialist

The Enhanced Early Warning Operator supervises or serves in a Patriot air defense unit or as a member of an air defense activity engaged in operations or intelligence functions of liaison units. Responsible for air defense C4I system march order, emplacement, initialization and operator/organizational level system maintenance (limited to the ability to detect improper equipment operation or malfunction by use of the senses, embedded diagnostic aids; e.g. BIT/BITE and/or on-board test equipment, Test Measurement and Diagnostic Equipment (TMDE) (example, multimeter to perform low voltage and continuity checks), technical references, technical inspections, adjustments, removal and replacement of battery replaceable units/lines replaceable units (BRUs/LRUs), and other tasks authorized in the maintenance allocation chart (MAC) and preventive maintenance checks and services (PMCS) required to sustain or return the AD C4I system to its operational readiness condition. Performs march order, emplacement, initialization, and operator/organizational level system maintenance and PMCS on Air and Missile Defense Planning Control Systems (AMDPCS). Evaluate tactical electronic intelligence data for force/engagement operations in a joint service network. Perform operations and intelligence duties and operates/performs operator PMCS on vehicles/system prime power units. Perform data connectivity between air defense communications equipment, Tri-Services Tactical Communications (TRITAC) network, Mobile Subscriber Equipment (MSE), and Link-11/16 with the Navy, Marine Corps, and Multi-National forces. Perform on-line/off-line Common Hardware-Software diagnostics and fault isolation programs. Emplace, initialize, operates and march orders LAN, WAN, JTAGS and remote video displays.

January 2009 to

108th ADA BDE
November 2009

Ft. Bragg, NC






Repairs and Upgrades
Reduced downtime during production by maintaining equipment and reducing unnecessary maintenance. Responsible for promoting safe and clean working environment. Responsible for wide variety of duties including, pipe fitting, painting, carpentry, electrical repair, installation, building repair. Reviewed work orders and communicated with lower echelons to assess work needs for the day. Took care of facility equipment, grounds, roads and fences. Unloaded incoming inventory and placed products onto shelves. Unpacked and assembled all new merchandise using variety of power tools. Utilized facility tracking system to keep accurate records of completed repairs. Used hand tools to change worn cutting tools. Used hand tools to mount, install, and secure tools. Used measuring instruments to inspect parts. Verified that machine setups conformed to specs. Worked after duty, including evenings and weekends, to respond to emergencies and fix unsafe conditions. Collaborated with 1-7 ADA and 3-4 ADA to ensure smooth work flow and efficient organization operations. Accurately completed service reports and warranty forms. Safe and efficient operation of all lawn care equipment. Achieved revenue objective by implementing cost-cutting measures. Attended monthly safety meetings to ensure machine operation safety. Communicated operational issues and changes to supervisor on regular basis. Completed all repairs and maintenance work to above Brigade standards. Counted and verified orders picked to ensure accuracy. Employed wide variety of hand and power tools including hoists, drills, precision measuring instruments and electronic testing devices. Ensured customer satisfaction by providing highest quality of products by ensuring all equipment was  properly installed and working correctly. Followed company procedures to maintain work environment in a neat and orderly condition. Planned work and determined appropriate tools and equipment. Prepared and administered preventative maintenance work orders. Processed work orders and prioritized jobs. Provided outstanding customer service. Kept supervisor informed of job progress and material requirements. Maintained positive relationships with all customers. Followed standards and procedures to maintain safe work environment. Managed work with little supervision. Informed supervisors when machines needed major service. Operated wide variety of equipment including power saws, sanders, grinders, cranes drill press, and basic hand tools. Painted building structures.  Maintained 5 Building with work orders and processing.

June 2008 to


1-7 ADA 108th 

December 2008

Ft. Bragg, NC






S4 Logistics Clerk
Maintained confidential information, such as pay rates, bonus targets and pay grades. Prepared financial pages for presentation to senior Leadership. Assisted in the creation of vendor contracts for outside vendors. Collected and reported purchase requests variances and explanations. Assisted in the receiving and set of of an entire battalion.

September 2007 to

3-4 AMD 108th BDE
May 2008


Ft. Bragg, NC






EWS Operator (Admin)
Provided and received on-site training. Scheduled and confirmed appointments for Commander and 1SG. Assisted in all areas of administrative work including data entry, receptionist duties, file organization, research and development. Standardized department filing system so secretarial staff could easily locate information in any filing center.

March 2006 to


4-5 ADA BN 1st Cavarly
August 2007


Ft. Hood, TX






C-RAM Sense and Warn Operator
Deployed to Iraq as a C-RAM (Counter Rocket Artillery and Mortar) System administrator. Responsible for Maintaining and setting up the LCMR (Lightweight Counter Mortar Radar) and the Phalanx Weapon System as well as Networking. Trained, coached and mentored staff to ensure smooth adoption of new program. Enhanced Battalions reputation by training all personnel on what their actions should be during an incoming threat. Promoted to Team Lead after only 3 months in country. Implemented the Waves System in all of Country.

December 2005 to

HHB 4-5 ADA BN 1st Cavalry
March 2006


Ft. Hood, TX






C4I Operator and Maintainer Early Warning Specialist
Supervises or serves in an air defense unit or as a member of an air defense activity engaged in operations or intelligence functions of liaison units. Responsible for AD C4I system march order, emplacement, initialization and operator/organizational level system maintenance (limited to the ability to detect improper equipment operation or malfunction by use of the senses, embedded diagnostic aids; e.g. BIT/BITE and/or on-board test equipment, Test Measurement and Diagnostic Equipment (TMDE) (example, multimeter to perform low voltage and continuity checks), technical references, technical inspections, adjustments, removal and replacement of battery replaceable units/lines replaceable units (BRUs/LRUs), and other tasks authorized in the maintenance allocation chart (MAC) and preventive maintenance checks and services (PMCS) required to sustain or return the AD C4I system to its operational readiness condition.Performed march order, emplacement, initialization, and operator/organizational level system maintenance and PMCS on Air and Missile Defense Planning Control Systems (AMDPCS) as well as operating the Sentinel Radar. Evaluates tactical electronic intelligence data for force / engagement operations in a joint service network. Performs operations and intelligence duties and operates/performs operator PMCS on vehicles/system prime power units. Performs data connectivity between AD communications equipment, Tri-Services Tactical Communications (TRITAC) network, Mobile Subscriber Equipment (MSE), and Link-11 with Army, Air Force, Navy, Marine Corps and Allied Nations. Performs on-line/off-line Common Hardware-Software diagnostics and fault isolation programs. Emplaces, initializes, operates and march orders LAN, WAN, JTAGS and remote video displays.

July 2005 to 


Charlie Battery 1st BN 56th Tradoc
December 2005

Ft. Bliss, TX






Air Defense Artillery C4I Operator and Maintainer (14J)

Learned to Performed basic and advanced Equipment set up and operation. Followed standards and procedures to maintain safe work environment within all defined policies. Learned to Installed, aligned, and balanced new equipment. Accurately read, understood, and carried out written instructions and information in technical manuals. Learned to power-up and maintain my Equipment from generators to ADSI.

February 2005 to 

USAICFH CO A
June 2005


Ft. Huachuca, AZ






Intel Analyst
Assembles, integrates, analyzes, and disseminates intelligence information collected from tactical, strategic, and technical sources including multispectral, electro-optical data; analyzes intelligence information; serves as a country or geographic area specialist; uses computers for a variety of networking and data base operations. Processes incoming reports and messages; assists in maintaining intelligence records, files, and situation maps; assists in preparation of consolidated reports, maps, overlays, and aerial photographs; proofreads and assembles individual intelligence reports; safeguards classified information; uses computers for analytical tools, data base access, networking, and office applications.


November 2004 to

BASIC TRAINING

January 2005


Ft. Leonard Wood, MO






Initial Entry Soldier

