Gisela Fischer

606 Sunset Avenue

Evansville, IN 47713

812-457-8367

IndianaGisela@hotmail.com
Professional communicator with excellent American English grammar and spelling skills and German language fluency, seeking German-to-English translation assignments
SKILLS

· German language fluency
· Extensive proofreading experience (American English)

· experience working with printers and graphic designers to produce publications

· published journalist
· experience using graphic design and desktop publishing software
· public and media relations experience
· Microsoft Word, Excel, PowerPoint, and Windows XP (2003) certificates

· experience using IBM & Apple computers

· experience using e-mail and internet

· lifelong learner & participant and contributor to local cultural and educational events
· ability to work a flexible schedule, including evenings and weekends

· professional, responsible, and dependable

· experience working in a library environment
· experience using facsimile machines, multi-line telephones, calculators, etc.
· publicity and promotions experience

· event coordination

· photography

EXPERIENCE & ACCOMPLISHMENTS

Recruiting Clerk – Evansville Local Census Office, Evansville, Indiana
(1/2009 – present)

· schedule potential census workers for testing

· general office work

Substitute Teacher – Evansville-Vanderburgh School Corporation, Evansville, Indiana
(9/2003 – present)

· supervise students in classrooms K-12

· implement lesson plans

Stringer – E. W. Scripps Howard (Evansville Courier & Press) – contract worker
(10/2007 – present)

· typeset court records 
· follow prescribed style guidelines

· e-mail to appropriate departments
· write stories as requested on a freelance basis
Executive Assistant – Reitz Home Museum, Evansville, Indiana

(7/2002 – 12/2002)

· secured updated publicity list

· produced quarterly newsletter

· wrote press releases and membership letters
· worked with printer and volunteer designer on newsletter and event pamphlet

· designed and wrote copy for event flyers and newspaper advertisement

· used mass mailing software to send out membership letters

· used Microsoft Word, Excel, Publisher, and accounting software
Circulation Manager/Editorial Assistant – R & W Publishing, Evansville, Indiana

(2/2000 – 5/2002)

(The Indiana Journal, TriState [sic] Journal, Metropolitan Tee Times, and Hoosier Health and Fitness)

· entered data for subscription, mailing and vendor lists using Excel

· set up billing & receipt system using Excel

· proofread four monthly newspapers

· corrected editorial and advertising copy prior to publication

· transcribed interviews

· typeset copy

· edited press releases

· supervised clerical employees

· guided summer interns in completing writing assignments

· performed telemarketing and clerical duties

· greeted visitors, took messages or directed to appropriate department

· secured roughly 100 new distribution locations for one or more of the four publications throughout Indiana, and set up distribution system

Trade Show & Advertising Specialty Sales – Market & Co., Inc., Evansville, Indiana

(2/1998 – 2/2000)

· coordinated trade shows and sold booth space

· successfully sold ad specialties, including Race For the Cure items

· maintained records of receipts and expenses

· implemented marketing efforts for new accounts for the agency

Reporter/Photographer/Page Editor – Brehm Communications (California-based)

(2/1990 – 7/1992)

Warrick Publishing (Boonville, Indiana):

· wrote feature, news and business articles

· covered city & county government, law enforcement and education beats

· took photographs as assigned for The Boonville Standard, The Warrick Enquirer, The Newburgh Register,
 and The Chandler Post
Princeton Publishing (Princeton, Indiana):

· edited and laid out society page for The Princeton Clarion
EDUCATION

B.A. Indiana University, Bloomington – double major in journalism (with a concentration in advertising-related subjects) and German literature

CONTINUING EDUCATION & PROFESSIONAL DEVELOPMENT

University of Evansville, Evansville, Indiana

· professional development courses in computer programming and public relations 

Ivy Tech Community College, Evansville, Indiana

· courses included Intro to MacIntosh Computers, Quark Xpress graphic design software, and Illustration
Career Choices, Inc., Evansville, Indiana

· Microsoft Word, Excel, PowerPoint, and Windows certification courses
COMMUNITY INVOLVEMENT

Member & Singer, Germania Damenchor (women’s choir)

· secretary since, 2008; member since 1989
Participation in German conversation groups

· wrote and distributed press releases publicizing meetings
Evansville/Osnabrück Sister City Society
· wrote grant, securing funding for cultural event

· provided coordination and assistance with cultural events, including Peace Horse Parade and Saint Nicholas Day Celebrations
