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SUMMARY

Highly organized, detail-oriented executive/administrative assistant skills with experience 
providing thorough, organized support. Experienced leader in many fields and practices. Mission 
and task oriented. Goes above and beyond basic administrative tasks and takes on multiple 
projects at once. Ability to work in a fast-paced, changing environment.

SKILLS

Leadership Development, Operations Management.

WORK EXPERIENCE

Naval Officer
ABC Corporation  1990 – 2011 
 Managed major programs and projects across six installations within the Middle East, 

information technology and communication operations in the Korean Theatre, and 
engineering analysis to Amphibious Assault Ships during Operations.

 Restored a failing energy engineering unit in the absence of mid-level leadership.
 Utilized resources from the Air Force, Army, and Marine Corps.
 Scored a 91.34% on official certification.
 Received the LCDR Keith Taylor Award in honor of LCDR Taylor.
 Increased Profit/Reduced Cost.
 Implemented multi trade maintenance and small construction projects utilizing limited 

resources, which improved the overall safety and security of the environment.

Naval Officer
Delta Corporation  2007 – 2011 
 Training &amp; Operations Officer Duties, Accomplishments and Related Skills - Squadron NFO

(Naval Flight Officer) NATOPS/Training Officer responsible for all facets of training and 
qualification associated with E-6A/B Navigator and Airborne Communications Officer.

 Developed, reviewed, and maintained over 50 NFO training records and numerous safety of 
flight qualifications.

 Updated and maintained associated US NAVY NATOPS flight manuals and publications.
 Squadron Security Officer responsible for ensuring all squadron classified material was 

appropriately handled IAW DOD and US NAVY regulations.
 Squadron Legal Officer responsible for advising the Commanding Officer and Executive Officer

on all squadron legal issues and managing associated legal administration.
 Conducted legal and administrative investigations leading to criminal charges referred to 

Courts Martial proceedings, Article-15 UCMJ proceedings, and/or administrative board 
hearings.

 Command Security Manager and Personnel Reliability Program (PRP) Officer responsible 
managing all facets of the squadron PRP encompassing over 300 Navy Pilots, Navigators, 
Airborne Communications Officers, and naval aircrewman, ensuring all nuclear surety policies 
and procedures were strictly adhered to on a daily basis.

EDUCATION

M.S. in Applied Mathematics - (Naval Postgraduate School - Monterey, CA)
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