JOHN DOE
	123 Main Street, Apt. A, Baltimore, MD 12345

	555-555-5555 john.doe@hotmail.com


DESIRED POSITION: 

Paralegal Administrative Professional

SUMMARY OF QUALIFICATIONS

· Bachelors Degree in Criminology

· Paralegal Certification

· DoD Secret Security Clearance 
· Former Police Officer with over 10 years of experience

· Military veteran with 15 years of leadership experience - Army National Guard

· Over 5 years administrative support experience

· Computer literate and proficient in MS Office


PROFESSIONAL EXPERIENCE

Admin & Training Specialist / Supply & Logistics Sergeant 



        2007-2009

Maryland Army National Guard, HHC-58th IBCT and A-Co 129th Signal Battalion

· Served as the unit commander’s full-time representative responsible for day-to-day unit level supply and maintenance activities of the unit
· Provided administrative support for various training programs and military operations

· Created and distributed the unit’s monthly newsletter
· Assisted in the planning and execution of unit transformation to 100% electronic mail and other documentation which resulted in significant money savings and efficiency

· Selected to serve as 1st Sergeant during annual training, which enabled troops to train and perform missions

Police Officer



        





        1996-2007
Baltimore City Public School Police Department



· Provided safety and security for the staff and students of the Baltimore City Public School System

· Worked closely with the principal, teachers and community leaders to improve safety and security 

· Conducted investigations, wrote reports, and made arrests when necessary

· Initiated and implemented preventive policing programs that reduced both violent and non-violent crime as well as injuries related to accidents

· Conducted highly effective patrols and investigations that resulted in reductions of violent crime and drug trafficking in assigned schools

· Created and coordinated a crime prevention community association involving numerous local law enforcement agencies

· Selected and served as Shop Steward for the City of Baltimore Union

Administrative Support / Supply & Logistics Sergeant (wk-end drills & deployment)       1995-Present

Maryland Army National Guard, 70th Regiment (LDR) 

· Managed administrative support for units with up to 400 Soldiers with responsibility for Soldier pay, training, and personnel actions

· Responsible for development, coordination, and tracking of logistics operations for regimental operations

TOMMY KEEL, JR.

PROFESSIONAL EXPERIENCE (continued)

· Managed, trained, supervised, and evaluated up to 12 subordinates

· Deployment - Iraq, 2003-2004: Served as Vehicle Commander conducting resupply convoys 

· Supported the 70th Regiment through administrative support by coordinating the OCS 50th Anniversary celebration in 2009
· Received a Certificate of Appreciation and Army Commendation for overall support of military operations in August 2010
· Managed and maintained 100% accountability for over $3 million in assigned equipment for military operations

EDUCATION & TRAINING

Paralegal Certification, Community College of Baltimore County, 2010

Bachelors Degree in Criminology, University of Baltimore, 2005

U.S. Army Personal Leader Development Course, 2001

Advanced Leader Course, (currently enrolled)[image: image1.png]



