(RANK) KENNETH J. RICHTER XXX XX XXXX/XXXX USMC(R)

CAREER SUMMARY

Headquarters, U.S. Marine Corps (RAM-1), Quantico, VA   
Aug 2002 - Present
Assigned as the Officer Assignment Chief for Reserve Affairs Management (RAM-1).      Responsible for all administrative matters pertaining to the AR Officer Program, drafting PCS/PCA orders, publish MARADMINs for announcing AR boards and their results, manage school seat assignments and travel orders for officer MOS training and conducting 4 AR accession and career designation boards per year.
· Responsible for CMR account Y99 (all computer assets within Branch)
· Principle advisor to section head regarding all administrative matters.
· Attending Park University during off hours to obtain a BS degree in Management/Information Systems
· Coach recreation soccer with Quantico Youth Sports 
      
Hotel Company, MCT Battalion, SOI, Camp Pendleton, CA 
Sep 2000 - Jun 2002
Responsible for the training, welfare and discipline of up to 100 students in basic combat skills required of a Marine Rifleman; skills included infantry direct fire weapons, communications, combat formations, fireteam/squad level tactics in patrolling, MOUT, offense and defensive tactics, rear area security, mines and pyrotechnics, the execution of live fire attacks and 52 hour field exercise.
· Developed company administrative desktop procedures to include student in-processing, permanent personnel records maintenance, and company information database use and maintenance.
· Served as Range Safety Officer (RSO) for all weapon systems fired during training cycle.
· Commanded two training platoons of over 125 students during November and December 2001.
· Coached recreation soccer with Camp Pendleton Youth Sports for the Spring 2002 season.
· Volunteered as a Boy Scout leader November 2001 to June 2002.    
Marine Wing Support Squadron 473 Detachment A, Fresno, CA.
Sep 1998 – Aug. 2000

Administrative Chief, responsible for daily operations, commands legal issues, pay and accounting of over 250 personnel and rapid mobilization.  Oversaw the activation of the Marine Wing Support Squadron Detachment A from the Theater Missile Detachment.  Migrated information systems from Windows to Windows NT and implemented information security procedures.  
· Developed and implemented pay and promotion procedures.  
· Implemented pay and personnel record audit procedures, which were instrumental in the reduction of pay related problems and ensuring timely staff payroll and promotions.  
· Wrote, developed and implemented command policy on personnel accounting, pay procedures, mobilization, information systems and alcohol beverage control.  
· Developed several “Notes” databases, which allowed personnel to have real time information and improved communications between the detachment’s commodity areas.
· Developed, implemented and managed personnel accounting procedures, which ensured 100% accountability of the Detachment's personnel, drill attendance and training of the detachment’s personnel.  
· Managed the detachment’s Table of Organization (T/O) and coordinated with the detachment’s training section to ensure that all required personnel were retrained to fit the new T/O.
· Managed the Detachment’s Annual Training requirements for 3 separate training evolutions
· Coordinated with the Squadron’s 3 separate detachments to ensure all that the Squadron’s responsibilities for CAX 7 and 8 were met.  
Company F (-), 2nd Bn, 23rd Marines, Salt Lake City, UT.  
Nov. 1995 – Sept. 1998
Administration Clerk responsible for the training and rapid mobilization 
of over 150 personnel.  LAN Administrator responsible for all computer-related equipment and software to include installation and training. 
· Wrote and developed standing operating procedures for key areas of operation, including Information Systems, Substance Abuse and Mobilization procedures.  
· As the Substance Abuse Counseling Officer, developed, implemented and supervised the Company's Substance Abuse program.  
· Included the development, teaching, conducting of urinalysis program, counseling and tracking Marines’ progress through substance abuse programs.
· Coached recreation and competition soccer for 4 seasons from 1996 to 1998.
· Volunteered as a Boy Scout leader from 1996 to 1998.    
Marine Corps Reserve Support Command, Kansas City, MO. 
Aug. 1992 – Oct. 1995
Oversaw the administration and maintenance of 2,500 Personnel Records. Managed and trained over 100 personnel on Local Area Network, Windows and DOS based programs, which utilized IBM and compatible computer systems.  
· Technical advisor for the East Coast during Mobilization Exercises during June 1993 and August 1994.   
4th Low Altitude Air Defense Battalion, Pasadena, CA.   
Apr. 1990 – Jul. 1992
Managed the Battalion's personnel section of one active and five reserve units. Developed and implemented record and promotion audit procedures. Managed the  Battalion’s Classified Material Section and developed a computerized accountability program for all classified material.  
· Administered the rapid mobilization of two battalions to the Persian Gulf and to U.S. bases back-fill billets during 1990/91. 
· Managed the demobilization of Battalion personnel returning from the Persian Gulf.  
· Ensured all pay related and medical issues were settled on over 150 demobilized Marines.  
Marine Tactical Reconnaissance Squadron 3, El Toro, CA.
Oct. 1986 – Apr. 1990


Managed the Squadron's Personnel section, including five Marines and over 300 

personnel records.  Deployed to Iwakuni, Japan as the Detachment’s Personnel Chief 
from October 1988 to May 1989.  Assigned Additional duties as the Squadron’s Nuclear Biological and Chemical Defense Non commissioned Officer. 
· Developed and implemented procedures which brought the squadron’s Nuclear, Biological and Chemical Defense program and NBC Publications Library up to an unprecedented level of readiness.
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