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Highly qualified Personnel Manager with experience in the industry. Enjoy creative 
problem solving and getting exposure on multiple projects, and I would excel in the 
collaborative environment on which your company prides itself.

EXPERIENCE

Personnel Manager I
ABC Corporation - 1990 – 2001

 Coordinate assignment of employees to well sites; select pairs of 
personnel, based on specific qualifications and site needs, to set up 
lab and generate detailed logs and specific locations of gas and oil.

 Maintain responsibility for troubleshooting, serving on call at all times 
to resolve equipment or manpower problems on up to 10 labs in 
operation on sites in Texas, Louisiana and Mississippi, both on and 
offshore.

 Direct the activities of 40 personnel, including 25 in the field, as well 
as contract employees as needed; train new hires for field work; 
schedule drug testing; provide informal evaluations for pay increases 
and advancements.

 Represent the company in communications with other service 
companies and oil company representative onsite.

 Direct safety and health management; conduct specific training 
required for offshore work; maintain weekly safety reports from each 
rig.

 Function in human resources capacity to assure proper handling of 
injuries and notification to Workmans Compensation; also explain 
contracts, per diem, etc.

 Repair and maintain a wide variety of electronic equipment in lab 
units and shop as needed.

Personnel Manager 
Little Rock Air Force Base - 1986 – 1990

 2013-Present Provided single coordination support for a company 
responsible for training entry level employees originating from 
California, Florida, and North Carolina.

 Generated and tracked all correspondence coming from the Little 
Rock location.

 Served as the Assistant Floor Manager and supervised administrative 
personnel.

 Key Contributions Established a filing system, which allowed the 
training staff adequate time to prepare for classroom instruction and 
course development.
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 Developed entry level employer procedures that reduce the amount 
of training wait time by 10%; recording the lowest percentage in the 
history of the company and averaging a saving of 125,000 dollars per
quarter.

 Provide senior executives with reports.
 Created weekly, monthly, quarterly, and annual reports in a timely 

manner; resulting in zero delays in the companys future planning 
process..

EDUCATION



SKILLS

Microsoft Office and Excel.

2


	Experience
	Personnel Manager I
	ABC Corporation - 1990 – 2001
	Personnel Manager
	Little Rock Air Force Base - 1986 – 1990


	Education
	Skills

