


      123 Main Street, Gaithersburg, MD 12345
555-555-5555    ♦   steve.greathouse@email.com
DESIRED POSITION: Program Manager, Veterans Employment
QUALIFICATIONS SUMMARY

· Bachelor’s degree in Business Administration and Master’s degree in Management
· Over 8 years of Supervisor/Management experience in employment and/or training services
· Intimate knowledge of National Capital Region job market, businesses, and community resources
· Proven success developing and managing veteran’s employment issues, programs, and initiatives
· Highly skilled at developing partnerships with employers, veterans organizations, and community resources
· Excellent oral and written communications skills and ability to encourage and motivate others
PROFESSIONAL EXPERIENCE
Program Manager, Employment Assistance Officer


    


2010 - Present
Maryland National Guard, Civilian Contractor via BPSI - Baltimore, MD 
· Responsible for the development and management of an Employment Assistance Program to assist current and former Maryland National Guardsmen in securing civilian employment and connecting with community resources to meet their unique needs
· Work with jobseekers in the development Individualized Employment Plans, short and long term career goals, action plans, and resumes; educate them on job-search strategies and educational opportunities including short-term job training using WIA funds; connect them with community resources; prepare them for interviews; and maintain contact and provide assistance until employed
· Develop partnerships and productive working relationships with complimentary federal, state, and local agencies, local and regional employers, and veteran organizations to assist them in meeting their employment needs

· Develop detailed, quantitative, performance metrics for the new program and an accompanying database to track, report, and continuously improve performance
· Recommend process and procedural improvements to the program as well as improvements to similar National Guard Bureau and Department of Labor programs, based on detailed analysis of quantitative metrics and lessons learned

· Four months after being hired, the MD National Guard Employment Assistance Program was recognized by the Secretary of Labor, the Maryland Department of Labor and the National Guard Bureau as a “national model”
· Current hire rate is consistently 65%-70% within 90 days, with 30% hired within 30 days

Program Manager, Organizational Development Officer




2003 - 2010
Texas Army National Guard (Full-time)  - Austin, TX
(Reason for Leaving: Retired)    
· Responsible for organizational development functions for a 24,000 member, multi-echelon organization; key responsibilities included training services, organizational assessments, strategic planning, performance management, professional development, facilitation, and process improvement
· Developed, implemented, and managed organizational assessments such as performance data analysis, SWOT analysis, GAP analysis, stakeholder analysis, employee & customer surveys, partner agency plans analysis, and Malcolm Baldrige assessments, etc, to define and execute strategic direction and drive organizational results
· Designed and initiated a simplified, interim strategic planning system to align operational and tactical elements with the strategic direction of senior leadership; then spearheaded the development and implementation of a formal, integrated, strategic planning system for the entire organization

· Served as Senior Facilitator/Trainer for strategic planning sessions, joint stakeholder and cross-functional working groups, process improvement projects, and conducted training on a variety of subjects including: Malcolm Baldrige Organizational Assessment; Conflict Management, Employee Engagement, Performance Management, Effective Communications, and more; Translated complex concepts and data into graphically appealing and easy to understand presentations which allowed uninitiated audiences to make immediate use of the information
· Developed, coordinated, and authored the TXMF - Baldrige Assessment submission annually for 6 years which led to consistent organizational improvement and improved TXMF evaluations in national assessments from 10th place in 2003 to 1st-Place-Gold in 2010, among all 53 Army National Guard states/territories; also analyzed and drew conclusions from these organizational assessments and performance data to write detailed reports with improvement recommendations: delivered subsequent presentations to senior leadership
· Developed a comprehensive performance management system at multiple levels of the organization to drive and align strategic, operational, and tactical, performance; developed partnerships with similar organizations to share best practices and co-develop applicable comparative data for analysis; initiated an internal partnership with the Information Technology Department to establish system requirements to automate performance data compilation and reporting from multiple organizational elements and data sources
· Assisted Human Resources personnel in the development of technical and behavioral competencies, and professional development programs, for key organizational positions based on current and projected competency needs in order to align the performance of individuals with accomplishment of the organization’s mission and vision; utilized the program to improve succession plans to ensure future operational sustainability; also initiated and assisted in the development of an appraisal system that links individual performance with organizational goals and objectives
· Received numerous military awards and citations for performance of duties well above expected standards in combat and for administrative duties including: Bronze Star, Texas Legion of Merit, Meritorious Service Medal, Army Commendation Medal, Iraqi Campaign Medal, et; Acknowledged as “…one of the best officers in the battalion” and for having “… unlimited potential for command and advancement”
Regional Manager, New Business Development


      
       
       

1997 – 2001 
Electronic Tracking Systems - Carrollton, TX
(Reason for leaving: Resigned to re-join army after 9-11)

· Responsible for long-cycle sales and successful implementation of city-wide electronic tracking systems within a 32-state territory

· Developed inter-agency relationships with local, state, and local law enforcement agencies as well as with senior leaders at financial institutions and universities which allowed the company  to successfully meet customer and stakeholder needs with minimal bureaucratic delays
· Developed and delivered technical sales presentations and seminars to a variety of audiences of up to 1,000 law enforcement officers and bank executives; authored numerous sales and marketing letters that were adopted by the entire sales team and included in marketing materials and website content
· Assisted with redesign and restructuring of company-wide customer service operations - "Single Point of Contact"; resulted in dramatically reduced costs in total salary, benefits, travel, and employee turnover while improving customer service and reducing major account attrition by 10% after implementation
Advertising Manager / Operations Consultant  

     





1997

Lubbock Avalanche Journal (local newspaper) - Lubbock, TX
(Six-month position while caring for terminally ill family member)

· Hired to solve problems, improve processes, and increase sales of, insert-advertising and bulk-mail advertising

· Developed and facilitated an internal training program for outside sales reps and developed a performance tracking system to monitor improvement; resulted in an 4-month average sales increase of 15% after implementation  
· Overhauled inefficient internal processes for taking insert-advertising orders, representing $400,000 in monthly revenue, from customers through to distribution; resulted in a 32% decrease in production and distribution mistakes and reduced costs of reprints and other customer reparations by 17%
· Solved-problems with company's bulk-mailing operations - recommending and implementing incremental price increases, the replacement of two key vendors, redesigned workflow processes to maximize efficiency, created policies and procedures, and established clear lines of responsibility; resulted in the avoidance of over $300K in pending postal fines; reduced vendor costs, and increased bulk-mail revenues by 22% in six months
Project Manager / Senior Financial Analyst    






       1993 – 1997
Sheshunoff Information Services, Thompson Financial Group - Austin, TX
· Responsible for the overall quality, accuracy, and timeliness of two lines of financial software that were released each quarter

· Coordinated the activities of the 7 organizational departments involved in the development, maintenance, testing, documentation, improvement, production, marketing, and sales of the company’s two key product lines
· Developed formal workflow processes, authored policies and procedures which clearly defined departmental responsibilities, initiated and led development of automated testing routines, and streamlined procedures;  resulted in significant improvements in productivity and product quality, and reduced quarterly production cycles by 50%
· Redesigned one of the products acquired from a competitor that was subsequently adopted as the model for the new combined product line

· Described as “… the glue that keeps the departments working together effectively as a team"

EDUCATION

Masters Degree – Management, Texas A&M University (2012)
Bachelors Degree - Business Administration, Lubbock Christian University, 1993

ARMY & ARMY NATIONAL GUARD EXPERIENCE

Organizational Development Officer







        2003 - 2010
Officer Candidate School Instructor & TAC Officer  





        2006 - 2009

Armor Platoon Leader (Operation Iraqi Freedom) 





        2004 - 2005
Officer Candidate









        2002 - 2003
Infantry Squad Leader 








      
        1994 - 1997

Recon Team Leader 









        1989 - 1993

Recon Scout / Designated Marksman 
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STEPHEN M. GREATHOUSE








