          SUSAN DOE
123 Main Street, Baltimore MD 22121
123-555-5555 susan.doe@yahoo.com
SUMMARY OF SKILLS
Highly motivated Human Resources professional dedicated to meeting organizational objectives while utilizing strong interpersonal and analytical skills to help team-members reach even higher levels of performance.  Proven ability to lead and coordinate processes, procedures, and events in a high-paced environment. 

EXPERIENCE
Dental Clinic Supervisor 

US Army National Guard- Goldsboro NC (2006 – 2010)
· Managed, trained, and evaluated an office medical staff of 5 employees

· Responsible for managing training records and materials for over 120 employees

· Assisted in development, implementation, and enforcement of departmental policies and procedures
· Authored and reviewed correspondence for senior officials

· Maintained accountability and maintenance on $188,000 of office inventory with zero discrepancies

· Selected as subject matter expert to conduct refresher training for all personnel on a variety of topics
· Deployment (2009): Baghdad Iraq - 30th Brigade Dental Non- Commissioned Officer in Charge; managed delivery of dental services to over 4,700 personnel; Initiated a dental hygiene program resulting in the greatly improved detection and treatment of dental issues for service members; Received the Army Commendation Medal for successfully taking charge of another department in the absence of its manager with no subject-matter training during a highly stressful situation
· Deployment (2007): Served as Entry Identification Team leader on the borders of Tucson and Yuma Arizona, to assist Border Patrol Agents in identifying illegal entry into the U.S. 
Dental Clinic Supervisor
U.S. Army - Fort Monmouth NJ (2000 – 2006)
· Managed, trained, and evaluated an office dental staff of 6 employees

· Coordinated training events, calendars, and meetings for a 23-member dental clinic
· Analyzed internal reports to insure procedure adherence and recommended improvement strategies
· Reviewed and validated patient information database to ensure Hippa Privacy Act compliance
· Coached and trained 60 support personnel in Mobilization Level Application Software (MOBLAS) and Corporate Dental Application (CDA) data entry
· Managed dental processing for over 3,000 deploying military personnel for Operation Iraqi Freedom as Dental Section Non-Commissioned Officer in Charge
· Managed $143,000 worth of office and dental equipment with 100% accountability
· Developed and managed clinic’s physical security and safety programs with zero inspection deficiencies
· Earned Soldier of the Month and Soldier of the Quarter  honors two times, respectively
· Acknowledged as “A dedicated NCO that sets the example for others through her confidence and enthusiasm which motivated subordinates to higher levels of performance; “…will excel in positions that require strong administrative skills”

EDUCATION & TRAINING
Bachelors Degree – Criminal Justice/Forensics, American Military University, 2008
Masters Degree – Human Resource Management, American Military University, (2012)
Supervisor Development Course, 2003
FTCC, Managers Development Course 2003
