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Dottie J. Schirtzinger

Newark Ohio 43055

Licking

Dale A. Schirtzinger

Newark Ohio 43055
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Newark Senior High School

Newark Ohio 43055
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I am familiar with and use Quicken, Outlook, Microsoft Work, Excel spread sheets,
and Bass, for business and home purposes

















   740  366-0640

Dottie J. Schirtzinger Newark License Bureau

287 Deo Drive Newark

Ohio 43055

deputy registrar

Clerk

issued drivers license and vehicle40

registrations, state id's, notary, customer service, cashier

08 1992 04 1993

I treated every customer with a smile and respect. I strived to do my job with

understanding and within the regulations and laws to the best of my abilitly.



  N/A 

Dottie J. Schirtzinger Kobacker

6606 Tussing Road Columbus

Ohio 43215

Shoe Retailer

Human Resource Clerk

processing data entry for hires and40

termination for shoes stores across Ohio

11 1989 08 1992

I did my job with a smile and respect.



I routinely help farmers fill out their Form 2290 (Highway Use Tax) and fax it to the Internal
Revenue Service for filing for them. If they do not have an Employer Identification Number
(EIN), I give them a telephone number to call in order to get one.

When a customer comes into the office and/or calls for help with questions on paperwork or
documents they are needing to bring in with them, I explain what is needed. If I am unsure on
how to help them, I will research the issue to get the correct information for them.

To improve customer service, I plan to insure that my staff and I treat each customer as they
would want to be treated. By greeting everyone with a smile and a good attitude. We will
continue to have completed directions on how to get to the testing/examiner stations for those
who are ready to take their written and/or driving tests. When a customer comes into the office
for a permit, I will let them know that they will be able to take the test on-line as long as they
have a web-cam.

If a customer calls in and explains that they have a health issue and are afraid of getting sick, I
will work with them by having them come into the office before it is open to complete their
business.
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 Answer all of the following questions to the best of your ability. Please be concise and 
attempt to limit each answer to seventy-five (75) words or less. Include attachment(s) if more space is 
needed to answer any of the questions. 

1. How do you plan to manage, be responsible, and be accountable for this business at all times?

2. How will you ensure that all laws, rules, guidelines and procedures are followed, at all times,
specifically with regard to issuing and renewing driver’s licenses, identification cards, and vehicle
registrations?

3. What measures will you put in place to detect, deter, and prevent fraud?

4. The Bureau of Motor Vehicles routinely issues new and/or revised policy and procedural changes
through email broadcasts to the deputy registrars. How will you ensure that policies and procedures
are communicated to the staff and followed on a daily basis?

I plan to manage by example by going in early and staying late. I plan to be responsible and
accountable by updating and going over any changes that are made with my staff. If an employee is
not completing the procedures the correct way, appropriate disciplinary action with be taken.

I will ensure all laws, rules, guidelines, and procedures are followed by properly training my staff I
will do this by printing the e-mail broadcast updates for them to read and initial them to show that it
was received for them to do their job correctly and efficiently. As my staff is managing a customer,
I will listen in to verify that they are asking the required questions. Additionally, I will set up a
checklist of procedures to be followed before the issuance or renewal of the Federal/Standard
driver’s licenses, state id’s, and vehicle registrations.

In order to detect, deter, and prevent fraud, all staff members will attend fraud training with
investigations. By setting up quality assurance testing to oversee that my staff is asking for the
proper documentation. If any questionable document is received, it will be elevated to
management, and when needed, we will contact the state for further guidance.

I will ensure that all policies and procedures are communicated to my staff. This will be done by
printing out the e-mail broadcast daily and sharing it timely with my staff. My staff will read,
initial, and date the printed e-mail to show that they have received and understand the new
policy/procedure to be immediately implement it. Additionally, the new policy/procedure will be
shared again at our regularly scheduled quarterly meetings.



5. How will you demonstrate good leadership to your employees?

6. How will you maintain a high level of professionalism each day in this business?

7. How do you intend to recruit and retain high quality employees?

8. How will you provide a safe, clean and friendly place to do business?

9. How would you deal with an irate customer?

I will demonstrate good leadership by having open and honest communication with my staff and
customers. It is important to determine that my staff is doing the job well and not letting issues
from outside of work affect their performance. I will work on the computer along side my
employee’s by working with the customer and doing whatever it is that they have come in for us to
do, within reason.

I will maintain a high level of professionalism by going above and beyond what is needed to
complete my job. I will come in refreshed and renewed to resolve issues completely and efficiently
to the best of my ability. Additionally, I will attend regular training seminars to ensure continuous
learning in how to do my job better for my staff, my customers, and myself.

By getting a resume and holding interviews, I will be able to recruit and retain high quality staff. At
the interview, I will give the full job description, explain my expectations right up front, and ask
business related questions to obtain the person with the most experience or aptitude. I will treat my
staff with dignity and respect. I will recognize my staff for a job well done at regularly held
quarterly meetings.

I will provide a safe, clean, and friendly place that has a security system and cameras. Each
employee will have a panic button at their station. A room provided for staff to relax and socialize.
My staff knows where the fire extinguisher, AED defibrillators, and exits are located for
emergencies. Finally, my staff will be instructed to give friendly service with a smile and a good
attitude.

I would address an irate customer by talking calmly to them. By listening to their issue and
working to find a resolution to it, I would endeavor to deescalate the situation. If needed, I will
contact the state to see what is going to be needed to fully resolve their issue.



10.

11. How will you meet the expectations of the Bureau of Motor Vehicles?

12.

 

I will instruct and ask my staff to remain calm and to not take it personally. I would have them
remember that the customer is not yelling at them, but at the situation that they are in. I will hold
training sessions with my staff to prepare them to deal with escalated situations. Finally, if no
resolution can be found or if the issue continues to escalate, I would advise my staff to call over
management and have them deal with that issue. And if no resolution is found, contact will be
made with the state for further guidance.

I will meet the expectations of the Bureau Motor Vehicles by following all guidance and policies. I
will set up a procedure for my staff and I to follow. This will ensure that we are meeting those
expectations. I will ask questions on any and all things that I do not understand. I will give 100
percent in all that I do. When e-mail broadcasts are received, I will see to it that they are read,
initialed, date by my staff and implemented.

The Bureau of Motor Vehicles should consider me for a deputy registrar license agency because I
have been a deputy registrar for the last twenty four years and was employed by a deputy registrar
as the office manager for ten years before that. I understand the nature of the business, the demands
of the job, the importance of accuracy and efficiency. I follow all procedural standards and provide
effective customer service. I have always endeavored to do my best and give this job my all. I
enjoy what I do and have build a good rapport with my customers. They know that I will do all that
I can for them within reason.




















