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 Joshua Duncan
Objective	
To utilize my military training/experience and college education to become a strong asset in a human resource field, managing and maintaining the personnel needs to help ensure current and future success of the organization.

Education	
Strayer University – Washington D.C.                                                                             Graduated:  March 2013
    BBA – Human Resource Management      
· Summa Cum Laude (4.0 GPA)

Coast Guard Training Center Petaluma, CA				          November 2005 - June 2006
    Electronics Technician Class “A” School 
· Extensive electronic theory and application training in Direct Current, Alternating Current, Analog and Digital electronics, and HF/VHF Radio frequency theory and operation 

George Washington High School                                                                                       Graduated:  May 2003

Skills Summary 	
	Current Secret security Clearance 
Full Life Cycle Recruitment 
	Coast Guard Recruiter School
Applicant/employee tracking with Oracle

	Coast Guard Leadership and Management School
Project management for Comms and Nav systems repair and maintenance


Professional Experience 	
United States Coast Guard Active Duty						       March 2005 – Present

USCG Recruiting Office Denver	   		  	 		                         June 2010- Present 
     Recruiter - Electronics Technician 2nd Class (E-5)
Military Benefits Expert
Officer and Enlisted pay, entitlements, and allowances
Health benefits with Tricare (prime and remote) and work life benefits
Education Benefits (Montgomery GI Bill, Post 9/11 GI Bill, and Tuition Assistance)
Soldiers and Sailors Civil Relief Act (SSCRA)
Regional/Technical Recruiter – Full life cycle
Responsible for prescreening leads, interviewing prospects, qualifying applicants, and hiring members into the Coast Guard.  Processed 700+ enlistment leads through CO, WY, KS, NE, SD, and UT.
Process I-9/E-verify, complete local and federal NCIC background checks, initiate security clearance investigations and contract final selectees for employment; setting up pay, health and life benefits, designate beneficiaries, and arrange/purchase final travel to basic training.
High School and college relationship coordination. 
Implemented diversity initiatives increasing a 7% annual hiring diversity percentage to 15% 36% and 40% progressively.
[bookmark: _GoBack]Coast Guard Officer recruiter and program specialist (Officer Candidate School, Direct Commission Lawyer, Intelligence, Mechanical, Electrical, and IT Engineering Officers and Reserve Officer programs) achieved an 11% officer selection rate over the national 2-4% officer selection rate average.  Selected as Officer recruiter of the year for 2013.
Accurate records management for more than 500 prospects and applicants
New recruiter training and indoctrination 
Military Entrance Processing Station Liaison
Processed all Coast Guard applicants through aptitude testing and military physicals
· Coast Guard Military Honor Guard for funerals and special events.

Electronic Support Unit Detachment New Haven                                  	              August 2006 – May 2010
     Electronics Technician 3rd class / Electronics Technician 2nd Class (E-4/E-5)
Project Management overseeing/directing 6-10 Field Technicians for builds and system upgrades.
Oversaw CG Academy boat upgrades, designing runs and installing $100,000+ in electronics and implementing initiatives saving $60,000+ in electronic contracts.  Management of moving and installing $250,000+ in electronics for the main command center in a new building upgrade.
Inventory management for $100,000-$500,000 in reserve electronics.
24 hour communication and navigation electronic support including maintenance and troubleshooting for 15 response boats, 3 Coast Guard Cutters, 2 Command centers, 8 remote high communication sights, 3 lighthouses and 3 training boats totaling more than 180 separate communication/navigation systems valued at more than $3 million.
Lead tower technician responsible for $50,000 of HF and VHF Communication antennas
Primary training petty officer for 10 junior petty officers reporting to ESD New Haven

USCGC Hollyhock				   	                                   April 2005- November 2005
      Fireman (E-3)									
Auxiliary mechanics fireman overseeing the repair and maintenance of $5 million+ in auxiliary
machinery responsible for the Aids to Navigation missions of the cutter.
· Responsible for the deployment of the Spilled Oil Recovery System (SORS) in response to marine protection with hazardous oil and chemical spills.

TRACEN Cape May, NJ						          March 2005 - April 2005
Coast Guard Basic Training

Coast Guard Awards	
Coast Guard Achievement Medal							      May 4th, 2010
For 80+ hours devoted to law enforcement/search and rescue communications circuit consolidation
	ensuring 0% communication disturbance for all search and rescue and law enforcement response calls 

       Coast Guard Officer Recruiter of the year                                                   				      2013

       Coast Guard Recruiting Command Sailor of the Quarter					 3rd Quarter 2012
· Recognized out of more than 400 employees for outstanding achievements in Recruiting and volunteer service 

Volunteer Service	
        Appointed Deacon – Abundant Life Church					           April 2011-Present
Manage church building maintenance and repairs
Manage quarterly budgets and accounting
Colorado Flood Relief (20 Hours)
· Rebuilding a ¼ mile of barbed wire fence and cattle retrieval to devastated farmland

Denver Zoo Elephant exhibit upgrade (80 Hours)				        April 2012-May 2012
Sign fabrication and installations

Appointed Deacon – New Life Church, Meriden, CT                                                              April 2009-May 2010                                                                   
Ensured caretaking of 30 New Life Church families as a representative to the Elders and Pastoral Staff
Personal References	
· Richard Balliew - US Coast Guard Recruiting Supervisor			                     303-547-7825

· Bill Barnes  – Abundant Life Church, Elder 					       970-539-1390

· Pastor Will Morratti – New Life Church Pastor  					       203-440-4769

· Bill Ginter – Mentor and Friend 						       203-985-5124

· Joseph Kliman – Previous supervisor 					       	       860-262-4508
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