
434 16th Ave East Moline, Il 61244
(563) 676-8290 ( Maleka25@hotmail.com
Maleka Hawkins

Summary
Experienced CSR with extensive knowledge in logistics and production scheduling
Employment
Jacobson Companies  Moline, IL   Aug. 2012 – June 2013
Production Scheduler 
Schedule production orders according to inventory and logistics. Maintain appropriate inventory levels and order as needed. Plan shipment logistics with shipping department. Schedule supply needs based on demand and production specifications. Identify and resolve discrepancies in inventory stock and shipments. Communicate effectively with colleagues concerning planned production, inventory stock and fill rates. Perform duties in multiple computer formats including MS Office, SAP, Excel and AS400.   
Tyson Fresh Foods  Joslin, IL   Nov. 2010 - July 2012

Accounting Clerk 

Receive incoming invoices into company database. Perform payment according to contract specifications. Quote freight and stock rates to customers. Perform debits and credits to customer accounts. Investigate payment, BOL and inventory discrepancies to insure accuracy. Update weekly P&L spreadsheets. Analyze data to determine demand, production and shipments. Audit invoices and customer payments. Verify shipment invoices to physical inventory. General clerical and office duties. Perform duties in multiple computer formats including MS Office, SAP, Excel and AS400.
4-H Landscaping Property Management   Harvey, IL  May 2005 - Aug. 2010

Office Manager

General clerical and office duties. Billing and scheduling of services. Nightly audits of daily profits and losses. Leasing of rental units. 
 EDUCATION
 Kirkwood Community College
 AA Degree:  Liberal Arts
 Western Illinois University Quad Cities Campus
 Current Student 


