Randall Gregory Laughlin
703 Currey Road Nashville, Tennessee 37217 – 2305
Tel: (615) 339 3253 ( Email: randall.laughlin@gmail.com
Profile
Candidate is transitioning from military to civilian environment seeking administrative assistant role. Competent in offering exceptional office management / general administrative support with high-level of proficiency in managing critical projects and initiatives. Candidate will begin law school spring of 2012, with intent to specialize in civil law.

U.S. Army / Military Professional with solid experience as Infantryman, Weaponry Specialist, Counter Radio Electronic Warfare Specialist, Vehicle Mechanic and Administrative Staff serving diverse military units/departments. Expert in operating various weapons and equipments for ground combat operations.
Physically and mentally robust skilled at reacting quickly and adapting to extreme pressure and changing environments. Highly dedicated to working and serving America to uphold and protect the country’s freedoms.
Professional Experience
Administrative Assistant 





Nov 2008 – Dec 2009 
Tennessee Army National Guard, Military Funeral Honors Headquarters Office 
Smyrna, Tennessee 
· Completed administrative tasks and assignments and coordinated activities ensuring deadlines are met and requirements are fulfilled.
· Handled sensitive information including social security numbers, birth dates and discharge paperwork for thousands of retired and discharged veterans of the United States Armed Forces.

· Entrusted with the transport of United States property to include the safekeeping of “live” weapons for ceremonial use and responsibility for the operation of United States government vehicles.

· Managed appropriate use of US government credit card utilized for travel expenses while ensuring maintenance of records and that payments are processed in full.

· Developed daily ongoing relations with patrons of the Funeral Honors program to include families of soldiers Killed in Action.
· Maintained accuracy of National records database for United States National Archives purposes (National Guard Bureau, Washington, D.C.).
· Served as Assistant to Command Sergeant Major (E-9, highest enlisted rank in Army, equivalent to executive level experience) within and without office for daily completion of tasks and responsibilities, as requested by the Command Sergeant Major.
MOS 11B, Infantryman, Anti-Armor Specialist 


Mar 2008 – Dec 2012
A Troop, 1st. Squadron, 278th Armored Cavalry Regiment 
Huntingdon, Tennessee 
· Provided assistance during reconnaissance operations while utilizing appropriate infantry weapons to defend the country and repel enemies during combat.
· Maintained and updated knowledge on various combat weaponry and conducted drills and live combat exercises for overall fitness and to perform better under extreme physical duress.

Machine Gunner, Counter Radio Electronic Warfare Specialist 
Dec 2009 – Jul 2010 
Active Duty Army, A Troop 1st Squadron, 278th Armored Cavalry Regiment 
Taji, Iraq 
· Handled responsibility for the deployment of medium to heavy machine guns including their support vehicles to provide direct fire as back-up for squads or platoons.  

· Employed counter radio electronic equipment in response to an adaptive threat while enhancing operational readiness and tactical proficiency of troops.  

· Mobilized and deployed weaponry in support of Operation Iraqi Freedom. 
MOS 63B, Light-Wheeled Vehicle Mechanic 



Jul 2006 – Mar 2008 
1174th Transportation Company 
Memphis, TN 
· Handled U. S. Government vehicles with duties encompassing the supervision and execution of unit maintenance and recovery operations of light-wheel vehicles.

· Maintained accurate service records and reports of vehicle status while ordering and tracking replacement parts for repair and upgrade of vehicles up to five tons in weight, including fifth-wheel semi trucks.
Education & Technical Skills
Bachelor of Science in Management

Bethel University, Nov 2011 (expected completion)
McKenzie, Tennessee 
Microsoft Office Suite:  Word, Excel, PowerPoint, Outlook ( Windows Operating Systems

Apple (Macintosh) Operating System ( Apple iWork Office Suite 

Notable Highlights
· Trained and certified as Combat Lifesaver Specialist (first aid proficiency) in the United States Army.

· Currently holds “Secret” security clearance for operation of sensitive equipment and handling of sensitive documents and training material.

· Awarded the Army Commendation Medal for service in combat zone, Iraq and the Combat Infantryman Badge for participation in ground combat during missions in Iraq.

Extracurricular Activities & Volunteer Services 
· Served as volunteer Adult English Tutor for Nashville Adult Literacy Council from 2004 to 2005.
· 2009 Competitor at Washington, D. C. for National Military Honors competition, overseen and judged by Third Infantry Regiment at Arlington National Cemetery, United States Army and United States Army National Guard.
REFERENCES PROVIDED UPON REQUEST
