 Bobby J. Sipowicz
SS #333-44-5555
 123 Canterbury Road – Maple Heights, OH   
Phone: (216) 898-5632
 U.S. Citizen / Veteran Status
   E-mail: bjs1965@hotmail.com

OBJECTIVE:  Administrative Officer GS-0341-13

U.S. ATTORNEY’S OFFICE, Cleveland, OH
Vacancy Announcement #06-EFHU-03
Seeking a Management Role leading a dynamic administrative operations team and impacting the organization’s goals and performance by contributing demonstrated abilities to:

· Deliver results in environments that require a balance between regulatory compliance and customer satisfaction.

· Motivate, manage, and lead teams to meet and exceed standards.

· Utilize strengths in customer/ client partner relationships, organizational management, problem solving, and decision making to contribute to profitability, efficiency, and growth.

QUALIFICATIONS:

23 years managing and leading organizations that produced successful results.  Direct supervisory experience of small teams to a large 125 person organization.  Acquired skills are:

· Management & Strategic Planning

· Problem Solving & Decision Making

· Cost & Project Management

· Oral Communication/ Presentation Skills

· Human Resource & Contract Negotiation

· Professional Training & Development

· Team Development

· Written Communications

· Community & Public Relations

· Quality Improvement 

· Meeting Ambitious Deadlines

· Results Oriented Performance

SELECTED ACHIEVEMENTS:

Formed a New Organization with over 50 employees and an annual budget of $6.0 million.  Completed hiring actions that brought the organization to strength and reduced base operation costs $300K annually.  Successfully passed two critical Department of the Army inspections and developed an extensive community outreach and public relations program.  

With Aggressive Recruiting and Marketing Campaigns brought an organization that had not met mission in seven years to its first successful attainment of mission objectives. 

Headed a Joint Service Training Company (Marines, Air Force, Navy, & Army) with 125 personnel assigned.  Received superior ratings on two external inspections and graduated over 1,000 personnel during an 18 month tenure.

PROFESSIONAL EXPERIENCE

ADMISSIONS, SCHOLARSHIP, & ENROLLMENT OFFICER   
1999-2003

John Carroll University
Oversaw promotion and public relations for the ROTC program at a major university.  Achieved ambitious recruiting and retention goals each year through campaign planning, career fairs, job fairs, and college recruiting fairs.  

· Managed a scholarship program including empanelling boards that selected students for 2-, 3-, and 4-year college scholarships.  

· Supervised an administrative program performing contract management, qualification reviews, background checks, and medical screening for new recruits.
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PROFESSIONAL EXPERIENCE, continued

TRAINING & OPERATIONS OFFICER, U.S. Army   
1996-1999

Managed a multi-site training program for over 3,000 personnel.   Compiled and submitted monthly Unit Status Reports to the Department of the Army on readiness in the areas of logistics, training, equipment, and personnel.   Managed & scheduled a diverse training program for over 200 personnel who annually attended schools both locally and nationally.  

· Managed facilities and critical inventory for all 10 organizations, serving as coordinator for training areas, ammunition storage, and weapons ranges.  

· Delegated tasks to partner organizations that included external community support projects, internal security, and base operations requirements.

COMMANDER, HIGH-SECURITY MILITARY SITE, U.S. Army   
1994-1996

While retaining responsibility for all programs listed in the previous position (see below), also assumed management of maintenance, surveillance, inspection, and inventory safety at a U.S. government munitions storage sites.  Managed an annual program budget of $6.0 million and planning for logistics, security, operations, inspections, quality control, community outreach, public relations, tours, media releases, and safety. 

· Directly supervised 50 personnel, with additional program oversight for support of 200+ additional personnel within the facility boundaries.  

· Extensive community outreach & public information programs were required due to the mission’s political and environmental sensitivity.  

STAFF SAFETY & PUBLIC AFFAIRS OFFICER, U.S. Army   
1991-1994

Managed programs and daily operations of a high-security U.S. government site.  Collaborated with the Law Enforcement & Security Office to establish policies and procedures that ensured the safety of the facility; wrote and reviewed policies for daily operations procedures and emergency contingency plans.  Served as the Safety Officer in charge of an Emergency Operations Center during training exercises and incidents.  

· Cooperated with local & state officials to plan upgrades of equipment and training procedures to improve inter-agency cooperation.  

· Planned & executed safety exercises that included over 200 personnel, along with responders at the state government level and from the local community.  

· Conducted official tours of the facility and the Emergency Operations Center for elected officials, senior officers, local media, community groups and organizations.  

· Conducted interviews with local media during exercises and actual incidents.  

TRAINING COMPANY COMMANDER, U.S. Army    
1990-1991

Directly supervised an operations group of over 100 personnel together with a training and administration program staff of 15, which included drill sergeants, logistics specialists, and a clerical/ human resources administrative section.  Bore ultimate responsibility for the training, well being, supervision, and administration of the unit on a daily basis.  

EDUCATION & TRAINING

B.S. in Criminal Justice, Cleveland State University, Cleveland, Ohio
Various continuing education courses have included:

· Basic & Advanced Leadership Training 

· Training & Performance Improvement

· Strategic Analysis & Planning 

· Organizational Management
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