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SUMMARY OF PROFESSIONAL QUALIFICATIONS
· Experienced and expertise in human relations and project management 

· Background in staff recruitment and retention 

· Staff training and development 

· Superb written and oral communication skills 

· Organizational and Strategic Planning  

· Program Marketing 

· Contract negotiation and compliance
· Ability to research information
· Ability to establish effective work relationships. 

· Knowledge of Federal and State Employment Law 

PROFESSIONAL ACCOMPLISHMENTS 
· Increased productivity for the finance department and without losing 96% military coding transaction accuracy rating.

· Received 2 Certificates of Appreciation, 1 Outstanding Performance, and 1 cash bonus for highest completed tax cases in 2006.

· Served as liaison with Wounded Warrior, Department of Finance and Accounting, Units, and Hospitals.

· Successfully managed dispatcher logs, and 911 tapes, ensuring proper and effective handling of emergency requests.

· Brought office into compliance very successfully by training coworkers on data systems updates, online training classes, new processing accountability logs.

· Created Memorandums requesting debt forgiveness to the federal government; generating $70 thousand in forgiven debt for Wounded Warriors. 

PROFESSIONAL EXPERIENCE
Military Pay Technician
Department of Defense, Ft. Benning, GA 

2005-2007
· Developed and coordinated Wounded In Action (WIA) Hospital packets for 726 Active Duty service members and 24 Reserve/National Guard members listed in the WIA Database. 

· Coordinated finance briefings for WIA soldiers and family members, and unit finance representatives. 

· Developed and coordinated schedules to ensure a WIA technician was available to provide any additional briefings or assistance to soldier with any pay entitlements.

· Reviewed, examined, and resolved problems of substantial difficulty relating to discrepant Master Military Pay Accounts (MMPA's) and MMPA's that have been dropped or partially dropped due to programming deficiencies.
· Assisted in special projects dealing with groups of MMPA records requiring extraordinary corrective action.

Residential Assistant 
Alabama Institute for Deaf& Blind, Talladega, AL

2004-2005
· Provide supervision and assistance to 30 to 80 individual with varies disabilities in an adult setting.
· Responsible for preliminary review examination of client data, compiled and organized pertinent information and developed Individual Developmental Plan. 
· Managed and stored client specialized supply items ranging from medical, mobility assistance supplies, cleaning, linen, and group activity equipment.
· Performed mixing and blending of substances while reviewing for compatibility.
· Prepared intake packets for potential clients and exit packets for departing clients at the completion of specialized IDP.
· Assisted clients with locating their dorm room, cafeteria, and classrooms.
Transportation Coordinator (88N) Specialist
United States Army. Ft. Eustis, VA.
2003-2004
· Managed the daily operations of in coming/outgoing equipment.
· Ensured a variety of vehicles such as M998, 5 Ton, and 20 Ton trucks were ready for hauling personnel, articles, and materials on and off post.
· Ensured that trucks were not loaded beyond rated capacity for highway and public road travel, by checking cargo papers and visual observation. 
· Reviewed all completed trip tickets and preventive maintenance service records. 
· Conducted studies, prepared reports, and revised information papers to address problems, and concerns regarding the full scope of maintenance programs and functions. 
· Analyzed statistical data and performed objective reviews of Department of the Army performed functions to verify the adequacy, effectiveness and compliance were completed to Army standards. 
· Performed a variety of clerical work related to documentary control of receipt, storage, transfer, replenishment, adjustments disposition and/or issue of stock or property items.
· Reviewed incoming/outgoing documents for correctness of information.

Dispatcher 
Talladewaszga City Police Department, Talladega, AL 

2002-2004
· Used a computer-aided dispatch system, receive emergency calls from the public requesting police, fire, medical or other emergency services.
· Determined the nature and location of the emergency; determine priorities, and dispatch police, fire ambulance or other emergency units as necessary and in accordance with established procedures. Receive and process 911 emergency calls, maintain contact with all units on assignment, maintain status and location of police and fire units. Monitor direct emergency alarms, answer non-emergency calls for assistance.
· Enter, update and retrieve information from a variety of computer systems. Receive requests for information regarding vehicle registration, driving records and warrants, and provides pertinent data. Monitor several complex public safety radio frequencies. Operate a variety of communications equipment, including radio consoles, telephones and computer systems.
· Responsible for the upkeep and restocking of the department supply room with equipment and supplies ranging from Incident and Offense Reports to Pepper Spray and on rare occasions departmental issued ammunition.
AWARDS
· Outstanding Performance - Department of Finance and Accounting. Ft. Benning, GA, 2006 

· Exceptional Performance Appraisal, Defense Military Pay Office (DMPO) Ft. Benning, GA. 2006

· Certificate of Appreciation - Department of Finance and Accounting. Ft. Benning, GA, 2006 

· Certificate of Appreciation - Department of Finance and Accounting. Ft. Benning, GA, 2005 Certificates given for exceeding the job standards of 96% accuracy, and processing over 300,000 military documents.

· Cash Bonus - Department of Finance & Accounting. Ft. Benning, GA, 2006. Cash Bonus given for accurately completing the most tax cases during tax prep season September-November 2005.

EDUCATION
· Troy University of Columbus, GA, Master of Science, in Management and concentrations in Human Resources Management, 2007

· Talladega College of Talladega, AL, Bachelors of Arts in History Pre-Law, 2001
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