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Professional Profile
[bookmark: _GoBack]Skilled supervisor with 8+Years of Military experience.  Ability to manage a large number of staff from various departments. Results-oriented, customer-driven, customer service professional. Highly motivated, versatile, quality oriented leader. 

Professional Qualifications


· Trouble-Shooting and Problem-solving
· Multi-tasking and Organizational Skills
· Problem Recognition and Resolution
· Deadline Responsive and Time Sensitive
· Team Leader and Team Player
· Proficient at Research and Legal reporting

· Government secret security clearance
· Able to make difficult decisions in stressful situations
· Customer Communication and Relations
· Proofreading and checking content of investigative reports

Recent Education: Area of Study: 
Major: Business Administration – Minor: Criminal Justice – Supply Chain/Logistics 
Clayton State University- Expected date of completion - Dec.  2014     

 

PROFESSIONAL EXPERIENCE 

United States Navy – April 2001 – March 2009

Transient Personnel Supervisor, Transient Personnel Dept, Pensacola, FL, 2006 to March 1, 2009 
· Accurately tracked over 350 service members in a limited duty status and provided the highest customer service and guidance to our transient population 
· Develop and implement records management program for filing, protection and retrieval of records, and assure compliance with military
· Supervise the work of office, administrative, or customer service employees to ensure adherence to quality standards, deadlines, and proper procedures, correcting errors or problems
· Implement corporate and departmental policies, procedures, and service standards in conjunction with management
· Evaluate employees’ job performance and conformance to regulations and recommend appropriate personnel action 
· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems 
· Assist in the development of directives and the design, development, documentation, and implementation of various reporting systems 
· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations
· Provides advice to users regarding completion of the security questionnaire to meet regulatory requirements. Maintains all records.



