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53 N 72nd Street, Harrisburg, PA 17111			
patriciarobinson@pa.net 					717-979-7427 (C)

SUMMARY

	Adaptable, motivated with strong managerial skills.
	Excellent communication and organizational skills
	Proven ability to commit to a demanding routine and schedule
	Innovative, authentic and inspiring


EDUCATIONAL BACKGROUND

2010-present		MBA - Corporate Communication		
			Elizabethtown College, Elizabethtown, PA

2010 			Bachelor of Science in Bible
        			Lancaster Bible College, Lancaster, PA

EMPLOYMENT HISTORY

2011-present		CEO- Communication Dream Consulting


2008-2011	 	Administrative Secretary - Treasury Dept, Harrisburg, PA
	Prothonotary- Law Clerk
	Bureau Training Coordinator
	Assistant to Deputy Chief Counsel
	Finalize execution of legal documents.
	Schedule court dates
	Training Coordinator and Facilitator on Effective Communication

			
2006-2008	Administrative Assistant - Bureau of Employment, Harrisburg, PA

	Supervise Clerical Staff
	Clerical Staff Trainer
	Modify existing training courses to agency employees
	Prepare and conduct staff evaluations
	Respond to Governor’s Office inquires 
	Served as Human Resource Representative for Bureau
	Employment Recruiter


2005-2006	Benefits Specialist - Capital Blue Cross, Harrisburg, PA

	Tracking, coding premium payments
	Customer Service Relations
	Trainer- new staff on processing procedures
	Review work and recommendation for improvement


2003-2005	 Owner - Heavenly Ones Learning Ctr, Harrisburg, PA

	CEO
	Supervised a small unit of ten professionals
	Conducted training on child development, equipment and environmental safety training
	Established guidelines for effective teaching, diversity and curriculum building
	Quarterly Team building workshops
	Prepare presentations on professionalism
	Managed office accounts, ledgers, payroll 

ENTREPRENEUR AND INTEREST 
Entrepreneur- Non-profit Organization – Daughters of Destiny Ministries
	Organize and Facilitate Women Conference
Author- The Pyramid to Your Potential
	Freelance writer, Woman Connect Magazine, Women of The Word Magazine, Business Woman and Toastmaster International Magazine.
WITF- RSVPA events writer

Inspirational Speaker
	Toastmaster Member
		

RADIO HOST
	720therock- Weekly Devotionals 


BOARDS
	Harrisburg High Scholarship Fund
	Shalom House
	Central Dauphin School District Curriculum Committee


 			
	




