[image: image1.png]




Skills & Qualifications

· Exceptional written and verbal skills
· Strong interpersonal skills

· Strong ability to take initiative

· Universal management skills

· Excellent multi-tasking

· Detail oriented

· Excellent craftsmanship

· Organized and efficient

Computer Skills
· Proficient in Microsoft Windows 9x/XP/2000/Vista operating systems

· Substatial experience with Mac OS 9/10

· Proficient in the use of Microsoft Office Suite

· Strong working knowledge of Adobe Photoshop

Professional Experience

Global Ship Systems, LLC Savannah, GA (December 2006 – Present)

Security Officer, Safety Technician, Laborer

· Strived for excellence in all tasks
· Used initiative to complete tasks efficiently
· Worked effectively in a team environment
· Completed solo tasks without managerial intervention
· Interfaced with project managers, clients, and supervisors to maintain job clarity
· Updated many antiquated procedures to include computerized recordkeeping
· Maintained a watchful eye over safety issues and concerns
· Managed environmentally detrimental waste
· Ensured the safety of shipyard employees
· Maintained a log of all visitors to property
· Built positive rapport with clients to maintain a comfortable level of security 
· Responsible for the accurate logging of all vehicles on premises
· Managed a security staff of five officers
· Prepared departmental payroll reports
· Received and routed phone calls to proper recipients 
Bahama Bob’s, Inc. Pooler & Tybee Island, GA (September 2006 – December 2006)

Manager, Server, Cook, etc.

· Oversaw all restaurant operations in 63 seat venue

· Prepared and placed orders with vendors

· Responsible for the opening and closing of daily business

· Managed food inventory

· Built a positive relationship with guests and employees

Colossus, Inc. t/a Steckroth’s Corner Grille Norfolk, VA (September 2005 – September 2006)
General Manager

· Oversaw all restaurant operations in 63-seat venue

· Prepared and placed orders with vendors

· Managed staff, including scheduling, payroll, and hiring

· Tracked sales figures and adjusted operations accordingly

· Installed and maintained point-of-sale computer system

· Procured and managed all advertising venues

· Managed alcohol and food inventories

· Designed and produced menus

· Built a positive relationship with guests and employees

· Prepared alcoholic beverages

· Installed and maintained lighting, audio-visual, and other miscellaneous equipment

· Doubled sales figures in less than one year

· Reinforced a positive team environment among staff

Trader Publishing Company Norfolk, VA (June 2004 – October 2004)

Sales Consultant

· Received professional sales training

· Responsible for prospecting new business

· Worked independently, in a team setting

· Responsible for product knowledge in all aspects

· Maintained client information in computer database

WXJM-FM Harrisonburg, VA (August 2000 – May 2004)

General Manager, et al, James Madison University Student Radio

· Managed and supervised more than 30 student managers
· Maintained contacts with vendors and university officials
· Budgeted allocated funds for WXJM operations
· Sat on James Madison University’s Media Board
· Developed promotional radio spots and print materials with assistance of station staff
· Coordinated monthly meetings with all student managers
· Established, regulated, and maintained quality of all on-air content with assistance of program director
· Ensured that all station operations were in accordance with FCC regulations
· Oversaw all audio equipment operations, on and off site
· Served as sound engineer for numerous live performance events
· Oversaw all pre-recorded on-air content
Educational Background

· Frank W. Cox High School Virginia Beach, VA (September 1995 – June 1999)
· Advanced Studies Diploma received
· Notable courses taken include AP Physics, AP Calculus, AP Computer Science
· James Madison University Harrisonburg, VA (August 1999 – May 2004)
· BS in Public Administration
· Minor in Music Industry Studies
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