
ERIC M. BORSCHELL
9345 Treaty Road
Philadelphia, PA 19114
Home phone:  215 677 7923
Cell phone: 757 748 6305
 


OBJECTIVE:
Obtain employment, utilizing my vast experience and expertise.

EXPERIENCE:  20 Years United States Navy


EMPLOYMENT HISTORY

2010 to 2014
Job Title:  Training Department Administrator
Description of Duties:  Responsible for the upkeep and maintenance and most recent up to date of training records of an 85 individuals which included information pertaining to qualification, SSN’s, Next of kin, dates of birth, awards and other personal, letters of counseling, reprimand, evaluation reports.

2004 to 2010
Job Title:  Training Department Administrator Clerk
Description of Duties:  Responsible for all correspondence, regarding unit, Navy policy, and or guidelines, directives, regarding military law, uniform regulations, force protection, PPE, operational risk management, physical training requirements and standards and facilitating classroom style instruction on the above topics mentioned.

2001 to 2004: 
Job Title: Indoctrination Processing Petty Officer
Description of Duties:  Responsible for drafting and typing and preparing for all above mentioned topics, I did not provide training on such topics during this time frame.

1995 to 2001
Job Title:  Engineering Department Clerk
Description of Duties:   Maintained filing system and log book of ships fuel temperature, operating parameters of compressors, heat exchangers, air conditioning units, fire pumps and various other engineering equipment conditional status.  Furthermore maintained hard copy filing system.  Technical publications librarian, cataloging of most recent up to date changes of repair procedures.
 




SKILLS


Engaging personality 

Mentorship

Enthusiastic Instructor

Problem Solver

Team Builder

Attentive to small details

Proficient in Microsoft Word & Microsoft Excel, Microsoft Outlook

QUALIFICATIONS & ACHIEVEMENTS


Earned two Navy and Marine Corps Achievement Medals for above mentioned on two separate occasions.

Security Clearance


EDUCATION

Frankford High School Class of 1994

U.S. Navy Yeoman Apprenticeship school:  9 week course of instruction teaching basic administration/clerical fundamentals.

