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10/04 to Present

· Offshore Materials & Logistics Coordinator; Consulting
Schedule all boats, helicopters, and personnel in-bound and out-bound.  Do all state and federal reports, track all daily costs, maintain accurate inventory list, and Rig Safety Training.  Also, doing all reporting as to maintain compliance to MMS regulation.  Create Excel forms & train new Dispatchers
Clients worked for:  Chevron • Matrix Oil & Gas • The Houston Exploration Company • A.T.P. Oil & Gas • Houston Texas • Kerr-McGee Oil and Gas, Deepwater Exploration • Houston Texas • Unocal 76 • Ocean Energy • Plains Exploration • El Paso Production, Drilling Division El Paso Production, Drilling Division El Paso Production, Drilling Division • W&T Offshore • Mariner Energy • Marlin Exploration • Energy XXI 

3/04 to 10/04

· TH Hill Associates, Inc. - Houston Texas; Operations Coordinator
Receive all vendor calls, coordinate and dispatch Technicians. Update accruals, manage international and domestic travel, verify immunization requirements and coordinate medical certifications. Obtain travel and work visas.  Arrange travel domestic and international travel itineraries including hotel and rental cars.  Issue P.O.’s for all purchased services.  Create new work orders and respond to daily Operations Manager, Supervisor, and Technician requests.  Update technician international rotation schedule and maintain International Technician Days out of Country report.  Take company calls one night per week and one weekend every five weeks. Update customer billing information in accrual system.  Manage Technician assigned equipment and maintenance log.  Update Technician certifications and Passports.  Order random and new hire drug screens. Perform annual Technician vision testing.  Perform new hire orientation, manage Technician vacation schedule.  Coordinate safety meetings, maintain safety files and order safety equipment.  Maintain log of Technician liability insurance and driver’s license.  Manage special projects upon request
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1999 to 2004
· Offshore / Onshore Materials & Logistics Coordinator; Consulting
1. Onshore: Hamilton Engineering, Inc.  Coordinated the placement of Petroleum Engineers, Drilling Managers, Well Site Supervisors, Rig Clerks and Shore base personnel with major oil and gas operators.  Oversaw the compliance of all personnel to MMS and Railroad Commission regulation.  Created and maintained CFR - 30 Sub Part 0 records.  Participated in the selection of new resumes to determine the individuals’ strengths and abilities.  

2. Offshore: Schedule all boats, helicopters, and personnel in-bound and out-bound.  Do all state and federal reports, track all daily costs, maintain accurate inventory list, and did Rig Safety Training.  Also, did all reporting as to maintain compliance to MMS regulation.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
ABILITIES

I am highly skilled in most all the common reporting systems including: 

1. Dims 

2. RIMBase 

3. Brutus 

I am also highly skilled in the most widely used Microsoft systems such as:

1. Microsoft Excel

2. Microsoft Word

3. Power Point

4. Adobe Acrobat Reader – Writer
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REFERENCES

Mr. Buford Blades, Consulting Company Rep.

· 985-345-8775

· bbuford_70403@yahoo.com
Mr. Terry Wright, Consulting Company Rep.

· 318-256-2576 

Mrs. Gail Bruso, TH Hill Associates Inc.

· 713-934-9215

· Gail.bruso@thhill.com
Mr. Marty Leonard, Consulting Company Rep.

· 337-981-3311

· mtleonard5@aol.com
Mr. David Russell, Consulting Company Rep.

· 903-640-2603

· dnlconsulting@gcsco.net
Mr. Brian Broussard, Consulting Company Rep.

· 337-643-8508

· brourack@hotmail.com
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