Mr. Rashaan J. Nelson
2610 Foundry way, Apt 202 ~ Alexandria. Virginia 22314

Mobile: 571-432-9813                                                                  Rashaan.J.Nelson@Gmail.com   

SUMMARY OF QUALIFICATIONS:
· 20 years of Executive Administrative experience
· Proven leadership and management skills
· Strong problem-resolution and decision-making skills
· Detail oriented with keen problem solving ability
· Great team player, very energetic, fast learner with exceptional customer service skills
· Excellent interpersonal, oral and written communication skills 
· Ability to successfully interact with all levels of management, customers and personnel
· Strong skills in Microsoft Word, Excel, PowerPoint, & Outlook

SECURITY CLEARANCE:
	SECRET security clearance 

PROFESSIONAL EXPERIENCE:
ADMINISTRATIVE LEAD						Pentagon, Washington DC.
U.S. NAVY (Office of the Chief of Naval Operations)			March 2022- Current
· Managed correspondence, reports, and scheduling with MS Office. Slashed clerical errors 25%. 
· Resolved customer complaints and answered questions regarding policies and procedures.
· Registered, processed, and maintained the Defense Enrollment Eligibility Reporting Systems information as part of the Verifying Officials responsibilities.
· Provided guidance in handling difficult or complex problems and resolving disputes.
· Performed all ID card and CAC issuance related tasks, which included researching and reviewing source documents, verifying eligibility, and discussing entitlements.
· Prepared weekly excel reports tracking departmental work output, identifying manning gaps.
· Department time attendance and leave (Vacation) Administrator.

ADMINISTRATIVE OFFICE MANAGER				Yokosuka, Japan 
U.S. NAVY (US Naval Ship Repair Facility)				January 2020-Feburary 2022

· Served as Office Manager; supervised the daily operations of 11 personnel in two separate offices, maintained office supplies and inventory for a department of 40 personnel.
· Developed, implemented, and evaluated command correspondence policies and procedures for areas of improvement, which directly resulted in a 20% increase in processing time.
· Maintained personnel files for 137 military personnel and 3,200 government employees and Japanese nationals. 
· Created and distributed memorandums, letters, awards and organized various confidential command files.
· Efficiently managed a diverse workforce of both military and civilians.
· Developed schedules and assignments for work activities based on priority, and skill of personnel, increased staff productivity by 41%.
· Supervised employees and provided effective insight on job duties to ensure optimal productivity.
· Counseled members’ regarding performance ratings and reviews.

SECRETARIAT OFFICE LEAD					Pentagon, Washington DC.
U.S. NAVY (Office of the Chief of Naval Operations)			December 2016-December 2019

· Scheduled and coordinated meetings and maintained calendars for executive leadership.
· Led and managed a 90-person association in community outreach, fundraising and mentorship events.
· Drafted and performed peer review of correspondence such as business letters, emails, and memorandums for Navy-wide distribution.
· Worked as a drug screening coordinator, led a team of 21.
· Led review team of four in streamlining of administrative procedures to cut processing times. 
· Worked as Front Office Executive Assistant for the Department Deputy Director. 
· Managed Department Deputy Directors daily and long-range calendars. 
· Trained and led an administrative staff of eight in the completion of executive-level correspondence in a fast-paced highly visible department, across three offices. 
· Created, reviewed, and maintained 310 department directives. 

ADMINISTRATIVE OFFICE MANAGER				MacDill AFB, Florida
U.S. NAVY (U. S. Central Command) 					January 2012- November 2016

Provided job expectation training to 32 newly reporting personnel.
Efficiently managed a diverse multi-service workforce across 3 military services. 
Organized two conferences, 143 meetings, and 12 command functions.
Drafted and performed peer review of over 350 pieces of correspondence such as business letters, emails, and memorandums for distribution.
Created and distributed memorandums, letters, awards, and various command correspondence.  
Developed spreadsheets for personnel, correspondence, awards, and various action trackers.
Mediated confidential complaints (verbal and written).
Counseled members’ regarding performance ratings and reviews.
Prepared and reviewed meeting minutes and distributes to stakeholders in a timely manner.

EDUCATION/CERTIFICATIONS: 
· Bachelor of Science in Marketing degree, Southern New Hampshire University, Manchester, NH, Expected in April 2023
· Lean Six Sigma Yellow Belt Certified, September 2020
· Advance Leadership Course, 2019
