
Robert Smith 
Executive Officer III

PERSONAL STATEMENT

To deliver high-quality healthcare to the pediatric population through 
evidence-based medicine, preventative health education and open 
collaboration. I intend to utilize military and scholastic experience to create 
a culture of trust that supports patients, families and colleagues.

WORK EXPERIENCE

Executive Officer III
ABC Corporation -   November 2010 – January 2012 

Responsibilities:

 Directly responsible for tasking and managing 25 personnel, ensuring 
all leaders and administrative soldiers completed their assigned tasked 
to standard and time constraints.

 Resolved project issues including staffing shortages, tactical matters, 
scope creep and customer related needs.

 Conducted random and quarterly audit counts to ensure supply rooms 
met organizational standards; passed all quarterly inspection at a 97% 
rate.

 Ensured unit vehicles and equipment received proper maintenance and 
parts are being ordered and processed in a timely manner; Along with 
training NCO &amp; Motor Sergeant ensured all job were filled and unit 
mechanics were properly trained.

 Directly ensured property book in excess of $2.5M was inventoried and 
accounted for.

 Developed both short and long -range training plans to ensure company
success during training excises.

 Maintained effective communication both with chain of command and 
subordinate leadership to ensure deadlines meet to standard and 
foresight was being used to minimize issues before they arose.

Executive Officer
United States Marine Corps -   2005 – 2010 

Responsibilities:

 Remote manager of (5) Counter Intelligence (CI) platoons in (4) states 
throughout the United States.

 Train and equip 60 Marines to provide tradecraft analysis, capabilities 
and operational readiness to deploy.

 Manage (5) managers with measurable expectations and clear short-
term priorities and long term goals.

 Formulate standards to recruit CI Marines; increased retention by (15%) 
and recruitment by (20%) in (1) year.

 Strategic forecasting of the annual training plan to include the budget, 
training events, and deployments.

 Initiate, plan and manage multiple projects in order to maintain 
operational readiness.

 Lead monthly Intelligence Briefs and operational training.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Strategic Planning, 
Budget, Fundraising, 
Direct Mail, Event 
Planning, Donor 
Recognition, Database, 
Email Solicitation, Sales, 
Relationship 
Development, Non-Profit 
Management, Volunteer 
Leadership, Training, 
Facilities Management, 
Basic Web Development.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

Certification in Project Management and Inventory Management - 
(Villanova University)
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