August L. Jacob
Phone: (832) 236-9879
E-Mail: augustljacob@hotmail.com
__________________________________________________________________________________

Summary: Veteran with more than 20 years of experience in positions of increasing scope and responsibility in management, customer service support, leadership, counseling, and mentoring. Strong organizational and interpersonal skills backed by effective and efficient communication skills. Self-motivated professional who is very detail-orientated, honest, reliable, and dependable. 

Experience:	
[bookmark: _GoBack]
HR Generalist                                                                                                              September 2012 – April 2013
Gilbane/ Burnett Staffing	           	                     Spring, TX
Supported the Manager of Badging and Safety Trainings, assisting with all personnel management decisions, providing exceptional customer service support by listening and supporting their needs.  Sole manager of the badging database and reporting, creating all badges for jobsite, and ensuring all policies and procedures were followed.

Major Accomplishments:
· Supported Executives  on various Security and Safety related special projects and issues
· Scheduled all personnel for all needed Safety Trainings (6 classes for 550+ people, monthly)
· Worked closely with Training Staff on scheduling of on-boarding classes and orientations
· Maintained records of currently over 8,800 workers, with the highest quality standards and related reporting
· Supervised staff members  on all customer service relationship matters
	
Administrative Specialist/Supervisor                                                                September 2010 – September 2012
US Security Associates	           	                     Spring, TX
Provided quality administrative and outstanding customer service support to the Manager of Badging and Safety Training by creating all badges for jobsite and providing helpful insight to customer needs.  Managed the badging database, assisting with the scheduling of new employees for all Safety Training classes, ensuring the safety and security of all on-site personnel. 
Major Accomplishments:
· Supported Executives  on various Security and Safety related projects and issues with invaluable customer service
· Contributed to large special project of getting the entire site badged and ensured all supporting documents met all ExxonMobil standards, policies, and procedures
· Successfully passed internal and external audits of all badging and orientation files
· Provided excellent customer service to visitors while simultaneously complying with all safety and security policies and procedures
	
Owner			        	                   1998 - 2010
Admiral Merchants Motor Freight  			          Minneapolis, MN

Major Accomplishments:
· Responsible for the accounting and bookkeeping required to manage a successful business
· Provided ahead of schedule pick-up and delivery of materials to customers to include international movements
· Established the vital link between  customer and the company to ensure  standards of handling procedures were met
· Prepared required paperwork for shipments with both domestic and international destinations
· Prepared routes and fueling requirements necessary to ensure most economical benefit  for equipment and company
· Received distinguished award for high earning revenues in one year


Senior Instructor/ Training Coordinator                          		                               1994 – 1998
United States Army			 Ft. Leonard Wood, MO

Major Accomplishments:	
· Received award for outstanding achievements in preparing for national accreditation by the Department of the Army
· Lead a team of instructors teaching advanced technical and management skills to senior personnel
· Mentored and motivated over 150 students to successfully complete course requirements
· Developed the curriculum of instruction and prepared and presented new subject material daily
· Mentored four managers who were recognized for completing the course with outstanding honors and 20 other managers who exceeded the course standards

Human Resources/Benefits Coordinator				    1993 - 1994
United States Army		                               Ft. Riley, KS

Major Accomplishments:
· Fully accounted for and managed an entire organization of 103 personnel
· As the human resource advisor to the senior executive, ordered, received and allocated equipment to support a new organization with assets in excess of $12 million
· Coordinated and planned several social functions and ceremonies
· Advised company executive on assignment of new personnel to build a cohesive functional organization.
· Selected to serve as the Color Guard manager for four formal high level functions.
· Selected to serve as the Battalion Guidon bearer for the activation ceremony of a new Engineer organization.

Personnel Supervisor/ Resource Manager	                                                                                    1992 – 1993
United States Army	 			                                                                                   Ft. Riley, KS
	
Major Accomplishments:
· Closed entire 36 person organization with an inventory valued at $3.35 million
· Processed and reassigned 36 personnel to new organizations while maintaining unit morale, welfare, and cohesion 
· Coordinated and managed resources to support completion of Corps of Engineers projects
· Mentored first line supervisor to be runner-up for Installation Supervisor of the Quarter.


Skills:		    Microsoft Word, Excel, and Outlook
		    Lenel Badging Software
                              HR Functions/ Business Management
		    Project Management
	
Education:           Columbia College			                               2000
                            BA in Business Administration (Cum Laude)	                               Columbia, MO

                              Senior Leadership and Management Course 	        Ft. Leonard Wood, MO 1994 
	
                              Drill Sergeant School, DDS/NCOA	        Ft. Leonard Wood, MO 1984

                              Effective Briefing Course
                              Instructor Supervisor Course
                              Small Group Instructor Course
                              Instructor Training Course
