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	Career Objective
	


To advance my career in the field of management.
	
	Career Profile
	


ACCOMPLISHED ADMINISTRATOR offering a solid educational background, extensive experience and a strong record of performance.  Significant qualifications include:

· Effectively supervising staffs of up to 55 personnel.

· Motivating team members to strive to their greatest potential through positive enforcement, recognition, incentives and employee development.

· Remaining alert to the weaknesses, strengths, threats and opportunities facing the organization.

· Providing a stabilizing influence during periods of organizational change.

· Organizing work flow by utilizing systematic approaches in carrying out assignments.

· Developing innovative techniques that continue to improve efficiency, productivity and performance.

· Exhibiting a focused mission in goal attainment and the ability to complete that mission despite strict time constraints, unexpected interferences and limited resources.

· Empowering personnel by encouraging autonomy, self-directed work teams, open communication and risk taking.

· Meeting deadlines with quality results through time management and attention to detail.

· Continually achieving high levels of productivity and efficiency through planning, prioritizing and multi-tasking.

· Interacting well with people at all levels regardless of their cultural, economic or social backgrounds.

· Flexible regarding scheduling, overtime, limited travel and special projects.

· Serving as a role model to colleagues by participating in committees and special events, pursuing professional training and education, as well as being open to questions and concerns from coworkers.

· Providing total commitment to colleagues, clients and the organization as a whole.

· Upholding high levels of confidentiality, initiative and personal/organizational integrity.

· Being prepared for crises by staying in contact with crucial vendors, knowing which assets need to be secured and cross training in vital responsibilities.
	
	Security Clearance
	


---- SECRET----
	
	Professional Experience
	


ADMINISTRATIVE NONCOMMISSIONED OFFICER

C CO 2/121st IN (L), Cordele, GA, September 2007- Present

Supervised and performed personnel and administrative functions in support of a company of over 135 personnel.  Advise the Commander, staff, and unit Soldiers on human resource matters, such as medical readiness, finance, training, award and discipline program, evaluations, and promotions.  Participate in occupational classification and management of human resources.  Maintain over 135 officer and enlisted personnel records.  Process personnel actions concerning Soldiers and their families.  Review consolidated reports, statistics, applications, and prepare recommendations for personnel actions to higher headquarters.  Review and prepare reports and data on strength (gains and losses) of personnel and make duty assignments of enlisted personnel. Review cyclic and other reports to assess systems performance. Maintain liaison with servicing data processing facility and field managers of interfaced systems.

· Unit Equal Opportunity Leader.

· Chosen to mentor the Afghanistan National Police in the administrative process.  Assisted them in establishing a Standard Operating Procedure for in-processing new personnel, awards, disciplinary, and training.

· Instrumental in company receiving 90 percent rating on unit medical readiness during pre-mobilization readiness.

· Improved the company medical readiness by scheduling appointments for soldiers to get cleared by the State surgeon for deployment.

· Enhanced the Afghanistan National Police by providing training in administrative process to their personnel officer.

· Streamlined the Afghanistan National Police filling system by showing them how to establish individual training, finance, and administrative records on 91 police officers prior to them departing for training.

· Reduced the time needed to process soldiers records by higher headquarters by implementing a system to check records at our level prior to forwarding to Battalion Headquarters.

· Boosted the 48th Brigade Combat Team overall administrative readiness by assisting the State Adjunct in completing and processing paperwork for over 500 soldiers prior to the deployment to Afghanistan.

PLATOON SERGEANT

C CO 2/121st Infantry (Light), Cordele, Georgia, November 1983 - Present

Charged with leading 40 infantry soldiers during combat operations. Received, issued and implemented orders. Assisted Platoon Leader in controlling platoon in mounted and dismounted operations. Assisted in dissemination of intelligence information to unit and staff sections. Assisted in planning, organizing, directing, supervising, training, coordinating, and reporting activities of subordinate elements. Provided tactical and technical guidance to subordinates and professional support to both subordinates and superiors in the accomplishment of their duties. Supervised the occupation of an assembly area. Performed battle damage assessment. Supervised platoon maintenance activities. Supervised receipt, storage, and distribution of ammunition, supplies, equipment, and rations to subordinate elements. Developed a platoon training plan.  Assisted in coordination and implementation of combat operations, training programs, and administrative and communications procedures. Assisted in organization and operation of the tactical operations center. 

· Improved efficiency of 40 infantry soldiers by assessing enemy tactics, techniques, and procedures, and implementing training and instituting new procedures, which resulted in zero combat loss.

· Minimized injuries by eliminating complacency, focusing on the two most critical times during a deployment and addressing complacency issues, which led to the unit returning without any combat or training loss.

· Created an innovative strategy for ensuring soldiers had time off that resulted in high morale of the soldiers.

CAPTAIN

Youth Service Intl., Crisp Regional Youth Detention Center, Cordele, GA, November 2003-September 2007

Planned programs for juvenile offenders in order to effect their rehabilitation and return to the community as non-offenders. Implemented and monitored programs on an ongoing basis to assure optimum functioning.   Hired and supervised a staff of 55 officers. Arranged for orientation and ongoing training; and set standards of performance. Oversaw security and control procedures for the facility. 

· Safety and Security Coordinator. 

· Tool Control Manager. 

· Designated Disaster Coordinator. 

· Passed two State security audits with excellent ratings.

· Avoided lost time and lost productivity by reducing the number of use of force incidents on youth.

· Enhanced departmental workflow and work product quality through an officer recognition program.

· Achieved optimal outcomes in employee retention by recognizing the reasons why officers quit and correcting the issue by assigning officers individual areas of responsibility and providing training opportunities.

· Made a positive impact on youth by holding unit meetings weekly to discuss problems that the youth were having within the facility.

GENERAL MANAGER

Dowdell Funeral Home, Cordele, GA, September 1999-May 2005

Responsible for the success and the profitability of the businesses. Kept records of expenses, purchases, and services rendered.  Prepared and sent invoices for services.  Filed all required State and Federal employment reports and tax forms. Performed automated billing, bookkeeping, and marketing.  Arranged the details and handled the logistics of funerals, taking into account the wishes of the deceased and family members. Established the location, dates, and times of wakes, memorial services, and burials with the family of the deceased. Prepared obituary notices and had them placed in newspapers. Arranged for pallbearers and clergy.  Scheduled the opening and closing of a grave with a representative of the cemetery.  Decorated and prepared the sites of all services, and provided transportation for the deceased, mourners, and flowers between sites. Also, directed preparation and shipment of bodies for out-of-State burial. Reshaped and reconstructed bodies using materials such as clay, cotton, plaster of Paris, and wax. Applied cosmetics to provide a natural appearance, dressed the bodies, and placed them in a casket. Maintained records such as embalming reports and itemized lists of clothing or valuables delivered with the body.

· Exceeded expectations in employee relationships by developing the people within the organization through team and individual building.

· Produced consistent effectiveness in account receivables through the elimination of bad debt accounts.

· Eliminated inefficient methods of billing and bookkeeping, which led to the reduction of accounting errors and unnecessary expenditures.

· Reduced unproductive functions by establishing an ordering system that allowed the company to utilize bulk discounts.

ASSISTANT TEAM LEADER/PAPER MACHINE OPERATOR

Procter and Gamble, Albany, GA, Jan 1997 – September 1999

Monitored control panels.  Supervised team of 5 members during the absence of the Team Leader. Operated and monitored the processes with the use of special measuring instruments and computers which measured and adjusted the paper's thickness, as well as many of its other characteristics.

· Team Safety Leader

· Member of the Plant Fire Brigade

· Medical First Responder

· Earned the reputation as a crucial member of the organization by setting goals for the team and challenging them to find ways to meet or exceed those goals.

· Accomplished stand-out levels of production by reducing machine downtime.

· Decreased unwanted injuries through weekly safety meetings.

· Inspired colleagues to excel by offering opportunities to succeed and giving them ownership of certain processes which allowed them to challenge themselves by learning everything they could about that system and finding new ways in which they could increase productivity within that process.

	
	Education
	


MASTER OF BUSINESS ADMINISTRATION, September 13, 2009

Grantham University, Kansas City, MO

Grade Point Average: 3.89 with Distinction

BACHELOR OF SCIENCE, June 2007

Troy University, Troy, AL

Grade Point Average:  2.72

ASSOCIATE OF SCIENCE, August 31, 2000

Gupton-Jones College of Funeral Service

· Grade Point Average: 3.76

· Academic Achievement Award

· Mu Sigma Alpha Award for Academic

Crisp County High School, Cordele, GA
	
	Awards and Achievements
	


Army Commendation Medal

Army Achievement Medal

Humanitarian Medal

Global War on Terrorist Expeditionary Medal

Army Good Conduct Medal

Army Reserve Component Achievement Medal

Global War on Terrorist Service Medal

Afghanistan Campaign Medal

Army Overseas Ribbon

Army Reserve Campaign Overseas Training Ribbon

Armed Forces Reserved Medal

Mississippi Emergency Service Medal

Georgia Commendation Medal

Georgia Special Operations Medal

Georgia Active Duty Medal

Recognized by upper management for establishing goals that help increase productivity.

Acknowledged by customers and coworkers for being professional, courteous, trustworthy, and providing a high quality of care.

Developed and implemented new programs, which improved quality and efficiency.

Consistently receive excellent performance evaluations.

Considered a primary point of contact regarding procedures, technical issues and unforeseen challenges.

Continually complete projects on time and according to quality standards.

Always surpass organizational expectations regarding safety, productivity, and efficiency

Maintain a professional appearance and attitude in fast-paced, demanding environments.

Dedicated; conscientious; likable; determined; and motivated to advance.
	
	Memberships
	


Member, Academy of Graduate Embalmers of Georgia, 2003 - present

Member, Pi Sigma Eta Mortuary Fraternity, 2000

Member, Delta Epsilon Tau Fraternity, 2009

	
	Licenses
	


Licensed Funeral Director

Licensed Embalmer

