
Lisa Schwarz

408 Michelle Lane

Walcott, Iowa

(563) 508-0221

Work Experience:

Town and Country Tire (10/13/2006 - Present)

Public Relations/Marketing/Secretary 

Durant, Iowa

Darryl Schwarz, Supervisor (563-785-6699) may contact
Answer multi-line phone and greet customers

Mail correspondence and direct billing to customers

Schedule appointments, accept and track payments from customer.

Prepare and enter monthly financials.

Accurately audit and enter customer invoices.

Prepare and deliver bank deposits.

Assistant with other administrative tasks as needed.

Experienced in Microsoft office.

In charge of incoming and outgoing mailing.

Strong work ethic, self motivated and personable.

Design and create local newspaper advertisements.

Coordinate and recommend development of design for all promotional materials.  

Accurately edit incoming and outgoing company articles and print ads.  

Effectively communicate verbally and in writing with local publishing personnel.

Successfully meet assigned deadlines. 

Establish and maintain cooperative working relationships by networking with vendors, businesses and customers. 

TACOM-RI (03/07/2005 - 09/14/2011)

Logistics Management Specialist

Rock Island, Il

Vicki Payton, Supervisor (309-782-4413) may contact
Duties: 

Planned, coordinated, evaluated, provided support, managed and integrated required actions, researched, interpreted and applied regulations for Small Arms. 

Applied a thorough understanding and knowledge of the CCSS (Commodity Command Standard System), LMP,  PMR, NSNMDR, and a knowledge of TACOM -RI managed equipment and Supply Catalog.

Reviewed and evaluated and logistic rejects, making corrections so that Small Arm items are assigned a part number and loaded into Government system accurately and in a timely manner.  

Constantly monitor Supply for these items, which is the always the highest priority. 

Upheld basic computer skills, consulted with technical specialists, understood functional fields, organized and planned and controlled overall Logistic provisioning processes.  

Set priorities, participated as a team member (often acting as team leader), and established and maintained Small Arm records. 

Attended Logistic provisioning conferences with program managers and updated individuals on status of part number assignment.

 Worked with contractors to create, format an accurate Government regulations.  

Reviewed contractor documents in Government format to ensure a complete and accurate file, and accepted/rejected the file depending on the accuracy of it. 

Responsible for managing and executing the full technical range of Logistic provisioning and cataloging duties for assigned items and tasks to include providing technical assistance and support to low graded  provisionary and/or functional trainees with the group. 

Successfully served as onsite training instructor on the Logistic provisioning process.  Planned and coordinated training schedule for classes.  Developed training materials and tests.  Located and reserved training classrooms.  
American Honda Motor Company (05/03/1997-03/04/2005)

Parts Analyst  

Davenport, Iowa  

Margaret Seibert, Supervisor (563-381-3320), may contact
Provided customer/dealer support by complying with American Honda policies, programs and procedures. 

Coordinated, executed and processed high quantity, special order instruction, and oversized automobile, motorcycle and power equipment part orders to be shipped to U.S Honda dealerships.  

Determined best method of shipment for product which is both cost effective and timely.  

Estimated and projected arrival time of inventory in transit from vendors/suppliers to be stocked in various Honda warehouse throughout the United States.  

Researched and evaluated dealer’s urgency of back ordered part and expedite shipment by initiating actions to resolve problem.

Analyzed research and solved technical part problems by gathering and integrating information and working extensively with engineers, technical analysts and other necessary outside resources.

Identified and determined lost/misplaced shipments by gathering shipment/tracking information and interfacing the designated shipper/carrier and locate and whereabouts of missing product. 

Scheduled and coordinated deliveries of lost and misrouted shipments to correct recipients. 

Responsible for debiting and crediting on freight costs, inventory discrepancies on billing errors.  

ACALA (03/01/1993-09/01/1996)

Student Intern

Rock Island, Illinois

Received/screened calls and visitors for director.  Scheduled and maintained director’s calendar.  

Received, composed and prepared correspondence for signature.

Consolidated and verified time and attendance information from subordinate offices and input into the Government payroll system.
Distributed incoming and outgoing mail.  

Managed actions and information critical to the directorate mission. 
Education and Activities:

St. Ambrose University, Davenport, Iowa

Bachelor of Arts Degree, Mass Communications/Public Relations, 1996

Walcott PTA  (August 2010-May 2012)

Developed, organized and lead multiple activities and programs for grade K-5 students and faculty.  Including organizing Red Ribbon week.  

Successfully established donor relationship with local companies for donations for schools fun night and other school activities.

Effectively organized and scheduled volunteers working the book fair,  fun night.

Developed social networking on-line for parent interaction.

Took minutes in PTA secretary’s absence.

Created and designed flyers/handouts for elementary students to take home.

Contacted local book authors to come speak to students during school.

Help design school spirit wear.

Walcott Women of Today (August 2009-Present)

Co-chairperson for the 2012 Angel Tree Program for my town.  Promoted community involvement by attending local organization meetings and asking for support.  Successfully arranged drop off locations and times for donations and  recruited and scheduled volunteers to wrap gifts.

Worked with local school to organize Halloween dinner for students and their parents.  Recruited volunteers to serve food and clean up.  

Organized volunteers to work stations while RAGBRAI went through Walcott.  

