Heather M. Robinson
1707 13th Street
Ashland, KY  41101
Phone: (606) 923-3504

Email:  hmrobinson@rocketmail.com
EXECUTIVE SUMMARY
Educated professional experienced in finances, sales, and customer service with the ability to work independently or as a supportive member of a team.  Knowledgeable in the use of office equipment and a variety of computer applications including Microsoft Office Suite, trained in diverse areas such as computer literacy, business ethics, fiscal responsibility, and customer care and service.    Planning to relocate to the Denver area in the near future.  
EDUCATION
Bachelors of Liberal Arts -- Morehead State University (May 15, 2008)

Morehead, KY 40351

Associates of Art – Ashland Community & Technical College (May 2005)

Ashland, KY 41101
Associates of Science -- Ashland Community & Technical College (December 2005)
Ashland, KY 41101
High School Diploma -- Paul G Blazer High School (June 2, 2002)


Ashland, KY 41101
AREAS OF COMPETENCE
Public Relations

Microsoft Office Literate

Office Equipment Proficient
Financial Management
Customer Management

Type Speed ~55wpm
Accounting & Bookkeeping
Risk Management 

Payroll

Planning & Organization
Federal & State Regulations
Fundraising

Marketing


Communications


Goal Achievements

Lotus Notes/PeopleSoft
Multitask 


Genesis Operating System

PROFESSIONAL EXPERIENCE
Morning Pointe Assisted Living 
Ashland, KY


November 2012 – Current

    Receptionist
    Assists residents and their families with any requests or concerns, helps to run and organize the office all while    

    maintaining the finances on a daily basis.  Cross trained to work the kitchen and other positions.  
PNC Bank



Ashland, KY


December 2009 – September 2012
    Bank Teller/Customer Service Associate & Branch Financial Sales Consultant 
Provided customers with necessary bank services while maintaining accurate and secure transactions, completed additional training in business ethics and fiscal responsibility, accountable for all funds under direct supervision.  Worked closely with coworkers to provide a productive environment at all times.
Money Mart



Morehead, KY


August 2008 – September 2009
Office Manager

Tracked and maintained files on all clients, balanced and coordinated finances with home office, conducted marketing and advertising for local area, provided for day to day maintenance and upkeep of office.
Community Trust Bank

Ashland, KY


June 2007-November 2007
     Teller

     Assisted customers with general banking transactions while staying up to date on Federal and State regulations.

Belk Department Store


Ashland, KY


March 2004 – September 2007
Sales Associate
Considered a fast and dependable employee with an array of knowledge allowing for a large degree of flexibility in areas of responsibility, worked closely with management in aiding with training of other employees, maintaining stock levels, and conducting periodic inventory checks.
OTHER EXPERIENCE

Conversion Assistant, PNC Bank February –March 2012 transitioned a Royal Bank of Canada to PNC Bank.
Volunteer, Veterans Affair Hospital April 2010 – October 2010 Assisted in the ER as needed.

Active Member, Phi Sigma Pi Honors Fraternity 2007-2008 jointly planned & executed events in the areas of fellowship, scholarship, service & fundraising, while ensuring the compliance of bylaws both nationally & locally.
Elder, First Presbyterian Church 2002-2005 served actively on many committees organizing and planning.

Treasurer, Debate Club 2002-2003 maintained financial records, collected fees & balanced funds.

President, Multi Cultural Club 2002-2003 organized events and hosted speakers for many events.
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