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ROBERT J. COX
24685 Leafwood Drive
Murrieta, CA 92562-4161
(951) 265-0333 cell & voicemail
mai l@bosamar.com

Summary

Former Civil Service and Naval administrator with in-depth experience
in progressively responsible administrative positions requiring
excellent management and organizational skills and security clearance.
Strong administrator with exceptional technical expertise, conceptual
and analytical expertise, the ability to resolve complex problems, work
independently or on a team, with a high level of productivity.

A detail-oriented, experienced generalist capable of accomplishing
goals with a wide degree of creativity, circumspection, and judgment.

Work History and Accomplishments

Department of the Treasury, FedSource Dec 04 — Jan 09

Senior Program Specialist Jan 08 — Jan 09

U.S.

Treasury, FedSource-Los Angeles, Brea, CA

Upon retirement of CEO, support successor with closure planning.
Supported the Chief Operating Officer with special projects, excel
spreadsheets and PowerPoint presentations.

Direct and supervise 5-6 Customer Service Representatives in support of
the copier program management and transfer to Bureau of Public Debt.
Maintained 5 weekly comprehensive excel finance and tracking reports
for the copier program, including updates to an online data base.
FedSource website’s point-of-contact for contracts, modifications,
Blanket Purchase Agreements, and Knowledge Management updates.

Act as Sole Government Purchase Card manager with $2,500 purchase cap.
GovTrip Travel Liaison Representative for all FedSource offices.
Alternate Timekeeper for 10 government employees.

Executive Assistant to CEO Dec 04 — Dec 07

U.S.

Treasury, FedSource-Headquarters, Brea, CA

Relieved the CEO of administrative-type functions in order to increase
time available for executive-level responsibilities.

Coordinated executive-level meetings, conferences, and projects with
nine Chief Operating Officers in regional offices.

Handled a wide variety of situations and conflicts involving the
function of the Headquarters office which at its peak was responsible
for managing a one-year high revenue of $704M.

Acted in recruiting capacity for upper management-level federal job
applicants; reviewed résumés; scored Ranking Factors; assisted higher-
level management with hiring decisions.

Coordinated hiring processes between Headquarters and HR office.
Managed, coordinated, and tracked all information exchange between
FedSource and two government agencies for complex Due Diligence studies
and two U.S. Inspector General Audits.

Traveled in direct support of the CEO on 36 trips in three years.
Responsible for classified and time-sensitive material.

Prepared advanced correspondence including letters and reports.
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U.S.

Department of the Navy Jun 79 — Apr 04

Administrative/Personnel Officer Jan 03 — Apr 04
Deep Submergence Unit, San Diego, CA

Supported over 140 staff and directed and supervised three personnel.
Served as senior admin focal point for command and three detachments.
Acted as officer-in-charge of command Manpower Authorization while
managing the receipt and transfer of incoming and outgoing personnel.
Revised office procedures to ensure a higher level of customer service.
Managed Bank of America Government Travel cards, required reports, and
associated programs for 146 personnel totaling $1,473,000.

Administrative/Personnel Officer Sep 01 — Jan 03
Naval Base Point Loma, San Diego, CA

Supported over 300 staff and directed and supervised up to nine
subordinate personnel.

Maintained manpower documents; managed receipt/transfer of personnel.
Developed Statement of Work for hiring civilian employees.

Prepared and executed a plan to deliver 4000 ID cards in ten weeks.
Coordinated Activity-Based Costing training for 309 staff.

Statistical Data Coordinator for 101 diverse tenant commands.

Developed and presented comprehensive training program for Command Duty
Officers resulting in increased watch standing efficiency.

Administrative/Personnel Officer Feb 99 — Aug 01
USS HELENA (SSN 725), San Diego, CA

Supported over 140 personnel and directed and supervised two personnel.
Prepared technical and classified correspondence associated with the
operation and maintenance of a complex nuclear-powered submarine.
Exceeded administrative goals for a six-month Western Pacific
deployment as a result of exacting standards and attention to detail.
Maintained command Manpower Authorization, manpower documents; and
managed receipt and transfer of incoming and outgoing personnel.
Created and implemented an extensive personnel database.

Developed and wrote comprehensive office Standard Operating Procedures.

Personnel Officer Mar 96 — Jan 99
Naval Submarine School, Groton, CT

Supported over 700 staff/1300 students, in addition to directing and
supervising work of six subordinate personnel.

Processed student incoming and outgoing correspondence.

Achieved outstanding results during a period of downsizing.

Planned and supervised renovation of 3,400 square-foot office space.
Created and implemented command website on World Wide Web.

Authored book “The Battle OFff Samar” and subsequently nominated for
Navy League Alfred Thayer Mahan Award for literary achievement.

Education/Training/Other
Associate in Applied Science degree in Administrative/Management
Studies, Excelsior College, 2005.
Naval training accredited by the American Council on Education:
0 Anti-Terrorism Training Officer, 2003.
o Navy Leader Development Program for Chief Petty Officers, 1992.
Single Scope Background Investigation, favorably completed 12/1/06.



