Beatrice Robinson






      (804) 909-3923          

3030 Meadowbridge Road, Richmond, VA 23222


brobinson@boazandruth.com
SUMMARY STATEMENT
Organized, friendly and articulate office worker with experience as Customer Service Rep, Event Planner, Receptionist, and Tour Guide. Seeking opportunity in Office Support, Public Relations or Human Services.

WORK HISTORY
Boaz & Ruth, Inc., Richmond, VA





       2005-present

Cashier

· Maintained the sales floor and inventory 

· Managed the intake of donations

· Greeted and assisted customers on the sales floor 

· Handled customer phone calls

Director of First Impressions/ Operations Aide

· Serve as company receptionist, which included the answering of all phones calls, handling of all transfers, and the managing of all messages

· Maintain the organizational calendar, which included the scheduling of all employee appointments and classes

· Manage scheduling and assignment of all employee job shifts and responsibilities

· Maintained the copier 
Connecting Team Assistant

· Manage the Master Calendar
· Assist in the hosts and facilitation special events
· Aid in the advertisement of Boaz & Ruth and Connecting Team events
· Organize and facilitate the Beyond Dialog film discussion series
· Conduct tours during Boaz & Ruth Informational Lunches and other special visits
· Establish and maintain networking relationships with other agencies/ organizations
· Manage and reserve rooms for meetings, classes, conferences and special events
Accomplishments
· Boaz &Ruth, Inc/AmeriCorps Program Graduate, November 2006

· Founding President of the Boaz &Ruth Toastmasters Club, 2006

· Member of the Boaz and Ruth Peer Review Committee, 2006-Present

· Member of the Boaz & Ruth Communications Team, June 2006- Present

· Lead Facilitator for Boaz and Ruth’s Beyond Dialogue
· Senior Apprentice 2006-present
Education

· JSR – Human Services 
Associate, Summer 2008 - Present

· Grace E. Harris Leadership Graduate/Award/Higher Ground 2008

· Connecting Communities Fellowship Program Graduate, May 2007

· Completed Microsoft Word and Excel training, 2006

