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Highly organized and detail oriented with a high standard of work ethics. 
Professional approach to clients and customers. Respectful and courteous to co-
workers and supervisors. Dependable, trustworthy, and dedicated. Accurately 
interpret customers' problems and offer the best solution. Excellent interpersonal, 
critical thinking, and assessment skills coupled with the ability to put individuals 
at ease.

2005 – 2008
ASSISTANT NAVY RECRUITER - ABC CORPORATION

 Prepared or maintained employment records related to events such as hiring, 
termination, leaves, transfers, or promotions, using human resources 
management system software.

 Interpreted and explained human resources policies, procedures, laws, 
standards, or regulations.

 Hired employees and processd hiring-related paperwork.
 Informed job applicants of details such as duties and responsibilities, 

compensation, benefits, schedules, working conditions, or promotion 
opportunities.

 Addressed employee relations issues, such as harassment allegations, work 
complaints, or other employee concerns.

 Maintained current knowledge of Equal Employment Opportunity (EEO) and 
affirmative action guidelines and laws, such as the Americans with Disabilities 
Act (ADA).

 Scheduled or conducted new employee orientations.

1990 – 1995
NAVY RECRUITER - DELTA CORPORATION

 NRD Houston Shipping Petty Officer.
 Navy Classifier ensuring men and women are placed in to the jobs for which 

they qualified for.
 Sailor of the year and Support person of the year 2003.
 Rank of Petty Officer Second Class.
 Responsible for the recruitment of highly qualified men and women into the 

United States Navy.
 Use Professional Selling Skills, prospect and process men and women for 

enlistment in the United States Navy using various tools and techniques.
 Qualified Recruiter in Charge.
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EDUCATION

Bachelor of Science in Nuclear Engineering - 2015(Excelsior College - Albany, 
NY)

SKILLS

Microsoft Office, Powerpoint, Computer, Recruiting, Management, C++, Excel.
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