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Over 20+ years of proven experience in database management, staff development, 
and personnel administration. Proven ability to interact and collaborate with multiple 
levels of management and diverse cultural audiences. Processed and managed the 
personnel files of 5K+ military personnel pertaining to recruitment, performance 
evaluations, job placement, and employee leave of absence.

EXPERIENCE

Assistant Career Counselor
ABC Corporation - MARCH 2000 – MAY 2003

 Plan and develop curricula and materials for training programs and 
conduct training.

 Research job and worker requirements, structural and functional 
relationships among jobs and occupations, and occupational trends.

 Speak at conferences and events to promote apprenticeships and 
related training programs.

 Instruct individuals in career development techniques such as job 
search and application strategies, resume writing, and interview 
skills.

 Conduct follow-up interviews with counselees to determine if their 
needs have been met.

 Assess needs for assistance such as rehabilitation, financial aid, or 
additional vocational training, and refer clients to the appropriate 
services.

 Collaborate with teachers and administrators in the development, 
evaluation, and revision of school programs and in the preparation of 
master schedules for curriculum offerings.

Career Counselor 
ABC Corporation - 1998 – 2000

 Provided direct ACAP services to transitioning military personnel, 
Army civilians, and their family members.

 Conducted automated and manual pre-separation briefings.
 Delivered job assistance training in group or individual settings.
 Provided individual counseling sessions, and other job assistance 

activities such as resume critiques and mock interviews.
 Assisted clients in the use of the ACAP XXI automated system.
 Tracked the progress of clients and motivated clients to increase their 

utilization of ACAP Center services.
 Helped in the promotion of major activities such as job fairs, employer

days, or the conduct of a classroom event..
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EDUCATION

 Master's in Family and Marriage Therapy - 2013(LIBERTY UNIVERSITY - 
Lynchburg, VA)

SKILLS

Microsoft office,.
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