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RICHARD SCOTT PUGH
SENIOR ADMINISTRATIVE ASSISTANT

SKILLS:
· Highly organized and detail-oriented professional with 21 years of leadership experience providing thorough and skillful support to senior executives and large organizations.

· Motivated self-starter able to quickly grasp issues and prioritize multiple tasks and follow through to achieve project goals.

· Excellent written and verbal communication skills, focused on growing positive relationships with colleagues at all levels.

· Professional integrity, strong moral courage and honesty with commitment to a team.

· Government secret security clearance.

PROFESSIONAL EXPERIENCE: 
Senior Administrative Assistant, Team Lead



           2008 – Present

· Selected to develop and implement administrative policies and procedures for a newly established DoD organization, the Defense Centers of Excellence for Psychological Health and Traumatic Brain Injury, directed by Congress and under the office of the Assistant Secretary of Defense for Health Affairs.

· Arrange all travel for government personnel, to include the preparation and settlement of official orders in the Defense Travel System.  Further, responsible for the coordination with outside organizations and personnel on funding and Invitational Travel Orders and their settlements.

· Coordinate the travel and funding for over 200 participants for the Centers conference in San Antonio, TX, and personally attending the conference to provide on-site support.

· Prepare weekly and monthly progress reports to the team’s Task Manager for presentation to the companies President.

· Develop a streamlined records and central files system, both paper and electronic, which provides for the timely retrieval of all archived material for two headquarters sites.

· Process all new government and civilian employees, ensuring they were thoroughly orientated on the Centers and supporting agency’s policies.  Develop a detail outline for future processing of all personnel.

· Provide daily meeting support for the scheduling and coordination of four conference rooms, to include presentation support and video telephone conference support and the publishing of detailed minutes.

· Establish procedures for the procurement of supplies, materials, and services to include the coordination of maintenance and repairs of the facilities and its equipment.

First Sergeant (Senior Enlisted Advisor to the Commander)


2005 – 2007

· Assisted in development of the department operations budget and seven year plan, monitoring execution, and other organizational business and resource management initiatives. Assisted in the program management support briefs to senior-level individuals as required and on an ad-hoc base.

· Planned, directed, and coordinated human resource management activities of organization to maximize the strategic use of human resources and maintain functions, such as employee compensation, recruitment, personnel policies, and regulatory compliance.

· Responsible for the performance and supervision of 400-plus personnel and provided continuous counsel to the enlisted personnel with regards to their careers, financial status and a broad range of professional and personal problems. 

· Monitored and made recommendations to the career progression and assignment of personnel, to include reviewing and drafting performance evaluations.

· Attended regular meetings at the Installation, Battalion, and Company levels to improve the commands efficiency and family member’s quality of life.

· Coordinated with supporting departments on the improvement of the company’s efficiency as it applies to both operational and annual training requirements.

· Investigated personnel with regards to a wide range of legal matters to include both on-duty and off-duty infractions of civil and military laws and regulations.

Administrative & Personnel Chief





            1996 - 2005

· Assisted in development of the department operations budget and seven year plan, monitoring execution, and other organizational business and resource management initiatives. Assisted in the program management support briefs to senior-level individuals as required and on an ad-hoc base.

· Planned, directed, and coordinated human resource management activities of organization to maximize the strategic use of human resources and maintain functions, such as employee compensation, recruitment, personnel policies, and regulatory compliance.

· Supervised and instructed personnel on a wide array of administrative matters in organizations with as many as 500-plus personnel.

· Managed the commands travel budget, which consisted of $3 million a fiscal year, making recommendations to reduce and redirect spending and ensure timely advance and final settlements were made to members. 

· Arranged and organized the daily schedule on two Flag Officer staff’s to include logistical support, travel and transportation, dining, and protocol issues.

· Coordinated work and assignments of support personnel, providing motivation and direction to create a positive work environment and ensured on-time completion of tasks.

· Established and continually reviewed the internal procedures to better enhance the services to the command; conducting weekly classes to ensure personnel were cross-trained in all aspects of administration, creating personnel clerks that were capable of solving or directing personnel inquiries.

· Proficient in Microsoft Office applications and previously held the additional duties as a Small Systems Computer Operator.

Unit Diary, Pay, Correspondence and Files, Service Record, & Orders Clerk   1986 – 1996

· Provided superior support to all members of the command with regards to pay and allowances and reviewed all projected payments to resolve financial burdens in advance.

· Maintained the organizations central files and correspondence departments, allowing all members to easily prepare documents and retrieve archived information.

· Updated and maintained the service records of all members, ensuring all required documentation was on-hand and forwarded for future promotion and retention boards.

· Established a detailed tracking and appointment system for all travel orders for personnel reporting and departing the command, to include temporary duty, retirements and emergency travel.

WORK HISTORY

2008 – Present
   Sr. Administrative Assistant, Team Lead, Data Solutions & Technology, Inc. 2005 – 2007       Company First Sergeant, Quantico, Virginia

2003 – 2005
   Administrative Chief, Quantico, Virginia

2000 – 2003
   Administrative and Personnel Chief, Kaneohe Bay, Hawaii

1997 – 2000   
   Drill Instructor, Parris Island, South Carolina

1996 – 1997
   Administrative Chief and Unit Diary Clerk, Moundsville, West Virginia

1993 – 1996
   Sole Administrative Clerk, Republic of Korea

1988 – 1993
   Unit Diary Clerk, Washington, DC

1987 – 1988
   Unit Diary Clerk, Beaufort, South Carolina

1986 – 1987
   Entry Level Training, South Carolina and North Carolina

SPECIALIZED TRAINING AND EDUCATION

Defense Acquisitions University
Acquisitions 101

U.S. Marine Corps


Drill Instructor School






Advanced Personnel Administrators Course






Instructor at Officer Candidate School






Leadership Schools (Advanced, Career, and NCO)

Oak Glen, WV


High School Diploma

AWARDS AND DECORATIONS

Meritorious Service Medal

Navy and Marine Corps Commendation Medal

Navy and Marine Corps Achievement Medal (four awards)

