JON MARINE
3842 S Fraser St        Aurora, CO 80014       jonmarine@hotmail.com       303-437-0582 
[bookmark: _GoBack]CAREER OBJECTIVE
To use my ability to work in a team environment. I am self-motivated and able to work both independently and as collaborative team member. To obtain a position where I can maximize my organizational and interpersonal skills and knowledge which will contribute my years of experience, that will allow me to grow personally and professionally.
PROFESSIONAL EXPERIENCE

Quality Control Lead II   	
Service Source						Buckley Air Force Base, CO					(May  2009 – Present)

· Routinely audit, research and organize personnel records for military personnel that are scheduled to meet promotion boards.
· Routinely audit electronic and physical OSR (Officer Selection Record).
· Safeguard personnel records and information in compliance with the Privacy Act of 1974 and ensuring proper identification of individuals is provided before discussing items in their PRF or allowing them to review their records.
· Compare and update as necessary the Automated Records Management System (ARMS) and the Military Personnel Data System (MILPDS)to ensure the documents and data are current and correct and up to date
· Input discrepancies in Electronic Officer Selection Record (EOSR) system as needed
· Conduct audits on newly created records as well as perform annual audit on pre-existing records
· Offer customer service support by phone, email or with direct face-to-face contact
· Provide members and other officers documents and records upon request
· Review all of my teams work on a daily basis and to ensure that it meets government guidelines.
· Ensure my team meets all daily quotas and requirements. 
 
Website Update
9news Sports							Denver, CO							(Aug 2009 – Present)
	
· Primarily responsible for updating scores and stats in a timely manner on the www.highschoolsports.com portion of the 9news site.
· Internet research for all the latest scores and stats of all the current seasons sports.
· Answer customer phone calls to give scores, take scores, or answer any general questions.
· Receive fax, and email score sheets and input them into spreadsheets.
· Work from home and at work site under my own supervision.
 
Census Crew Leader 
Census Bureau		Aurora, CO							(Apr 2010 – Jul 2010)
 
· Took month long crew leader and enumerator training.
· Trained twelve man enumerator team, in a two week long course.
· Supervised and set up schedules for team, and signed off on hours.
 
Delivery Driver
Hunan Dynasty							Littleton, CO						(Apr 2002 – Oct 2007)

· Took orders over phone and in person.
· Packed orders in a timely manner and worked in a high stress environment.
· Trained all new employees.
· Handled daily cash flow and weekly bank deposits for business.
· Kept and upheld a strong business relationship with ongoing customers.
· Delivered all orders daily to customers on time in scheduled route to customers.
· Assisted business owner in any buying or any company needs.
 

QUALIFICATIONS SUMMARY

· Excellent proficiency in the following programs:
Windows ’98 and 7, Windows Vista, Windows XP, Lotus Notes, Microsoft Excel, Outlook, Microsoft  Word, Microsoft Power Point, Sales Force, Quick Books, Microsoft Access, Citrix, Automated Records Management System (ARMS), Military Personnel Date System (MilPDS), Electronic Officer Selection Record system (EOSR).
· Excellent verbal and written communication skills
· Confident to perform tasks with little to no supervision.
· Knowledgeable in organizational and time management skills
· Highly capable and accurate when multitasking



PROFESSIONAL REFERENCES

Trista Wasson						Project Manager - Service Source			(303) 323-5850
trista.wasson@ARPC.Denver.AF.Mil
David Hunt					                9News Sports Producer	                                  (303) 871-1486
David.hunt@9news.com                                                          
Jeff Small						Campaign Manager Scott Tipton				(303) 961-9610
Jeff.small@yahoo.com
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