
​Catherine Blair​​Nipper​
​301 W. Fourth St, Mineral, VA 23117 * (615) 310-9606 * k9mpnip@hotmail.com​

​PROFESSIONAL SUMMARY​

​Highly efficient and diligent administrative office professional with​​25 years’ experience providing​​executive level​​support.​
​Capable leader with excellent skills in delegating responsibilities to others and supervising and evaluating for effective​ ​task​
​completion. Enthusiasm for delivering excellent service to customers and other visitors in the office setting. Commitment to​

​upholding company policies and procedures when collaborating with staff members and motivating team. Strong organizational​
​skills and excellent diligence when dealing with paperwork, b​​ring superior communication and time management​​abilities.​​Valued​

​by employers for sharp mindfulness, diplomacy, integrity, and ability to adapt to new responsibilities.​

​CORE COMPETENCIES​
​•​​Account reconciliations​
​•​​Human resources management​
​•​​Exceptional Verbal and Written​
​Communication  Skills​

​PROFESSIONAL EXPERIENCE​
​•​​Detailed and Organized​​•​​COR Level II​
​Certified​​•​​Computer proficient​

​U.S. MARSHALS SERVICE, 1225 Clark St, Arlington, VA​
​Administrative Officer, GS-0341-12 (Oct 16, 2017-present)​

​•​​Provides advice and assistance to management on​​personnel management matters.​
​•​​Coordinate with Human Resources on all award requests​​from non-traditional awards to traditional awards, position​

​description, appraisals, and the Worker’s Compensation Program.​
​•​​Provides financial management advice required to​​make management decisions.​
​•​​Monitors the execution of the approved budget of​​half million and track budget execution, ensure all expenditures are​

​consistent with plan; identify and resolve discrepancies.​
​•​​Created reports, tracked income and expenses, and​​reviewed numbers for accuracy and executed financial journal​

​entries daily to maintain accurate records.​
​•​​Assist in final determination of resource needs​​and developing budgets in the division.​
​•​​Oversee and manage​​the procurement program for the​​office by ensuring all procurements adhere to applicable​

​statutes, regulations, and administrative guidelines. (Single purchase limit: $7,000.00 – supplies, $2,500.00 – Service​
​Contract Act, $2,000.00 construction. Monthly billing cycle limit: $50,000.00)​

​•​​Serve as a Level II Contracting Officer’s Representative​​(COR), overseeing the execution of four supply​
​and service contracts involving moderate to high levels of complexity or risk and actively monitoring​
​contractor performance, invoices, schedules, and deliverables.​

​•​​Analyze existing administrative procedures to identify​​more efficient and effective methods for accomplishing​
​objectives.​

​•​​Utilizes agency-based travel system to issue authorizations,​​amendments, and expense reports based on the travelers​
​and mission’s needs.​

​•​​Provide guidance and advice regarding travel, travel​​card issues, visa passports, etc. to employees, and to customers​
​external to the organization who raise questions or issues requiring an authoritative response.​ ​•​​Serves​​on ad hoc study​
​groups and task forces with USMS established to analyze and recommend corrective actions  on issues/problems.​



​U.S. PATENT AND TRADEMARK OFFICE, 600 Dulany Street, Alexandria, VA​
​Patent Administrative Support Specialist, GS-0301-11 (Nov 27, 2014 – Oct 16, 2017​

​•​​Provide management program assistance, administrative​​support and functions to the Deputy Commissioner of​
​International Patent Cooperation and the Director of International Programs, both Senior Executive positions and their​
​managers on a wide variety of management and administrative projects, policies, issues, and initiatives.​

​•​​Staff Coordinator for the​​Deputy Commissioner of​​International Patent Cooperation and the Director of International​
​Programs.​

​•​​Establish program goals and objects to include short​​and long-term plans to meet the needs of the Deputy​
​Commissioner of International Patent Cooperation and the Director of International Programs.​ ​•​​Prepares​​information​
​and/or decision memorandums, briefings, and/or correspondence replies for management.​​•​​Maintain visibility of​
​effectiveness of the OIPC operations and management and notify the Director of International  Programs promptly of​
​matters requiring senior-level awareness, attention, or action.​
​•​​Utilizes agency-based travel system to issue authorizations,​​amendments, and expense reports based on the travelers​

​and mission’s needs.​
​•​​Coordinates and processes federal international​​travel documents (passports, foreign entry visa, country clearances,​

​flights) for individuals and large groups of travelers.​
​•​​Working knowledge of measuring efficiency by developing​​short and long-term employee hiring plans.​ ​•​​Bring​
​HR discrepancies to the Manager’s attention. Generate and complete SF52’s and follow up on processing.  Account​
​for every OPIM employee and ensure proper alignment. Designed FY closing calendar and generated  detailed​
​employee tracking list.​
​•​​Compiled each division’s responses for their award​​goals verifying goals are met and the award language is correct.​​•​
​Efficient closing out of fiscal years and mid years 2011 and 2012 to include: POC for HRs database, developing a​
​detailed employee matrix in EXCEL for the OPIM Directors to use for the accurate completion of their employees’​
​ratings.​
​•​​Let Senior Leaders know of discrepancies by developing​​a detailed OPIM employee awards EXCEL matrix used for​

​accurate accounting of all OPIMs employee awards.​
​•​​Bring to Executives’ attention budgetary discrepancy​​when ratings are contested and ensure category 3 remains in​

​budget.​
​•​​Wrote for Office distribution an extensive list​​of approved award language for the Career, Bronze and Service​

​Awards.​
​•​​Continuously monitor the status of various OIPC​​programs administered through reports, program reviews and​

​analysis.​
​•​​Resolve questions of policy, jurisdiction or conflicting​​interests within OIPC.​

​US ARMY CORPS OF ENGINEERS, 255 Fort Collier Rd, Winchester, VA​
​Transportation/Deployment Specialist, GS-2102-07 (Sep 29, 2010 – Nov 26, 2014​

​•​​Served as the approving official of US Army Corps​​of Engineers (USACE) travel-related matters.​​•​
​Certified Official Department of Defense Government Passport Agent.​
​•​​Serve as liaison with other USACE business units,​​Department of Defense (DOD), General Services Administration​

​(GSA), Department of State, and Carlson Wagonlit Travel (CWT), etc., ensuring that USACE goals and objectives​
​are consistent with requirements.​

​•​​Monitor and track budget execution, ensure all expenditures​​are consistent with plan; find and resolve discrepancies​
​for numerous accounts.​

​•​​Resolved months of backlogged work, restored order,​​and organization to processes/records in disarray, researched​
​and solved billing problems and corrected invoicing and journal entry errors that were previously missed.​​•​​Reviewed,​
​reconciled and processed three separate corporate travel bills each, more than $2 million.​ ​•​​Reviewed​​invoices and​
​matched purchase orders; verified receipt of goods and correct prices; reviewed and verifies  payment vouchers; makes​
​authorized purchases on behalf of the office; maintains various inter-office funds; and  develops and merged budget​



​submission for multiple budget offices within the department; and assists with the  development of the annual budget.​
​•​​Coordinates and process federal international travel​​documents (passports, foreign entry visa, country clearances,​

​flights) for individuals and large groups of travelers.​
​•​​Served as the subject matter expert as the DoD Passport​​Agent for passports and visas at the Tran-Atlantic Division​

​servicing Iraq, Afghanistan, Kuwait, and other Central and Southwest Asia areas, which included composing passport​
​expedites for Official and Diplomatic Passports.​

​•​​Manages domestic and foreign travel using an automated​​web-based travel management service.​ ​•​​Audits​
​temporary duty travel authorizations and voucher to prevent and detect fraud, waste, and abuse.​ ​•​​Processed​​and​
​prepared relocation orders and vouchers to include counseling employees and assisting with travel  transaction​
​reconciliation and error resolution in automated travel and financial systems.​
​•​​Develops and implements travel policies, procedures,​​and internal control practices and procedures related to the​

​payment of federal funds in accordance with the Federal Travel Regulations, Appropriations Law, and the Prompt​
​Payment Act.​

​•​​Review and approve domestic and foreign travel orders​​and vouchers for organizational staff members.​ ​•​​Analyze and​
​review travel programs and operational documentation including laws, regulations, policies, procedures, and other​
​documentation to determine USACE compliance with applicable policies and regulations.​ ​•​​Applied quantitative​
​methods and provide strategic solutions and recommendations to Management, internal and  external Stakeholders by​
​routinely preparing detailed status reports on: GRD and AED project plans, action items,  unresolved situations, policy​
​issues, important notices​​.​

​US ARMY CORPS OF ENGINEERS, Kandahar, Afghanistan - 255 Fort Collier Rd, Winchester, VA​
​Deployment Administrative Specialist​​,​​GS-0301-07 (Mar​​9, 2009 – Jan 21, 2010) GS-0301-09 (Jan 22, 2010 –​
​Sep 22, 2010)​

​•​​Established transportation program in Kandahar,​​which enabled the USACE to open two districts in Afghanistan.​ ​•​
​Certified Official DoD Government Passport Agent.​
​•​​Serve as liaison with other USACE business units,​​Department of Defense (DOD), General Services Administration​

​(GSA), Department of State, and Carlson Wagonlit Travel (CWT), ensuring that USACE goals and objectives are​
​consistent with requirements.​

​•​​Provides guidance and advice regarding travel regulations,​​travel card issues, visa, and passport to personnel to meet​
​compliance standards in the execution of duties.​

​•​​Provides guidance in Department of Defense (DoD)​​travel services.​
​•​​Provides knowledge and understanding of military​​transportation policy regarding personnel movement and travel to​

​customers.​
​•​​Coordinates and processes federal international​​travel documents (passports, foreign entry visa, country clearances,​

​flights) for individuals and large groups of travelers.​
​•​​Manages domestic and foreign travel using an automated​​web-based travel management service.​​•​​As the Contracting​
​Officer Representative Level II oversees execution of four (4) contracts with outside vendors and  monitor contractor​
​performance.​
​•​​Submitted contracting packages for sole source funding,​​execution of option year, and wrote Statement of Work for​

​new solicitations.​
​•​​Ensured accuracy of monthly funding execution, approval​​invoice payments.​
​•​​Record data on travel statics and produce reports​​showing transactions processed on a weekly and monthly basis using​

​simple statistical methods.​
​•​​Develops and implements travel policies, procedures,​​and internal control practices and procedures related to the​

​payment of federal funds in accordance with the Federal Travel Regulations, Appropriations Law, and the Prompt​
​Payment Act.​

​•​​Review and approve domestic and foreign travel orders​​and vouchers for organizational staff members.​ ​•​​Analyze and​
​review travel program and operational documentation including laws, regulations, policies, procedures,  and other​



​documentation to determine USACE compliance with applicable policies and regulations.​
​•​​Applied quantitative methods and provide strategic​​solutions and recommendations to Management, internal and​

​external Stakeholders by routinely preparing detailed status reports on: AED project plans, action items, unresolved​
​situations, policy issues, important notices​​.​

​DEPARTMENT OF ARMY, Building 663, First Street, Fort Greely, AK​
​Supply Officer, GS-2005-07 (Aug 26, 2007 – Mar 8, 2009)​

​DEPARTMENT OF ARMY, Building 663, First Street, Fort Greely, AK​
​Administrative Support Specialist, GS-0301-06 (Jan 23, 2006 – Aug 25, 2007)​

​DEPARTMENT OF ARMY, Building 663, First Street, Fort Greely, AK​
​Police Officer Operations/Plans, GS-0086-06 (Nov 28, 2004-Mar 8, 2005) GS-0086-07 (Mar 9, 2006 – Jan 22,​
​2006)​

​DEPARTMENT OF ARMY, 23023, 58​​th​​Street, Fort Hood,​​TX​
​Police Officer/Field Training Officer, GS-0086-06 (Mar 9, 2004 – Nov 27, 2004)​

​EDUCATION​
​UNIVERSITY OF PHOENIX, ARLINGTON, VA​
​Bachelor of Science in Business Management, Jun 2014​
​•​​GPA 3.39​

​PERSONAL INFORMATION​
​Veterans Preferences: 10 points, 30 percent compensable/Purple Heart​
​U.S. Army,​​8/2000 to 12/2003 and 11/06 to 1/2008​
​Highest Previous Grade: GS-12​

​ACCOMPLISHMENTS​
​•​​Contracting Officer Representative Level II – 2009,​​2018, 2020, 2022, 2024​
​•​​Leadership Development Program - 2011​
​•​​Certified Official DOD Passport Agent 2009, 2010,​​2011, 2012, 2013, 2014​
​•​​JTR Vol 2 Certification 2009, 2011, 2013​
​•​​Chemical, Biological, Radiological, Nuclear Train-the-Trainer​​Certifications 2008​
​•​​Property Book Unit Supply Enhanced (PBUSE) and Small​​Arms 2008​

​ADWARDS​
​Outstanding Performance Rating 2016, 2017, 2018,​
​2019, 2020, 2021, 2022, 2023, 2024, 2025 Medal​
​for Civilian Service – 2010, 2014​
​NATO Medal for Civilian Service Afghanistan – 2010​
​Secretary of Defense Medal for Global War on​
​Terrorism in Afghanistan – 2010​
​Chief of Engineers (Lieutenant General Coin) for​
​Excellence – 2009​
​Joint Meritorious Unit Award - 2003​
​Purple Heart - 2003​
​Combat Action Badge - 2003​

​Army Commendation Medal - 2003​
​Iraq Campaign Medal, 2 service stars - 2003​
​Afghanistan Campaign Medal, 1 service star –​
​2002 Global War on Terrorism Service Medal -​
​2002 Army Achievement Medal - 2001, 2003​
​Good Conduct Medal - 2003​
​National Defense Service Medal - 2001​
​Korean Defense Service Medal - 2001​


