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	2001 – 2005 (full-time)

administrative assistant, miller law firm 
Beginning in customer service and setting up appointments for the lawyers, I worked my way up to manage the office for the owner and aid both the attorneys on staff as well as the customers. 

1990 – 2001 (full-time)

editor-in-chief, grey house publishing
Beginning in the shipping & receiving department, I worked my way up to earn the Editor-in-Chief title of the statistical, historical, and cultural directories (25 in all), managing a staff of 20+ writers and editors.   

education

1984-1988

graphic arts & photography, oliver wolcott tech (torrington, ct)
Studying in the field of Graphic Arts & Photography, I learned all aspects of the press room; photography studios; typesetting; and more. Graduated with a degree in the industry in 1988. 

Skills

Type 150 WPM

Customer Service/Working with clients in various industries

Knowledge of computer programs: Windows, Excel, Adobe, etc.

Author of Published Fiction Series’ (YA & Historical Adventure)

Copy-Editor/Proofreader/Book Reviewer

references/business

Tom ski (be first media group) 

303-956-0569

shannon and John raab (suspense magazine)

805-908-2738

More furnished upon request

Donna Robbins
4567 Main Street, Detroit, Michigan 48127 · (313) 555-0100
d.robbbins@live.com · www.linkedin.com/in/drobbins

	


Experience

	2019-CURRENT (freelance)

Copywriter/editor, the cosmic strands 
Work in a remote/contractual capacity doing data entry, transcription, and editing/writing/organizing fiction novels, directories, anthologies, short stories, and even medical texts.  
2020-CURRENT (freelance)

EDITOR/AUTHOR INTERVIEWS/READER REVIEWS/writer/editor, reader views 
Joining this incredible team out of Dallas, Texas, I work in a remote capacity doing professional author reviews and interviews, editing manuscripts and short stories, writing material for social media and in-house magazine, and working on national awards program.   
2011 – Current (freelance)

Chief Editor, suspense publishing/suspense magazine

published author/writer of fiction
Beginning as a reviewer for this company, I worked my way up to be the editor of their international suspense fiction magazine. I conduct interviews with authors; edit and organize entire issue; work to get creative artists for each issue; editing manuscripts and choosing pieces (short stories, etc.) to go in the magazine, and more. 

	2010-CURRENT (freelance)

administration/reviewer/writer, the feathered Quill 
Work for the president of the company on writing projects, editorial projects, reviews, and I run the annual national awards program for writers in all genres and categories. The latter involves author interviews, ghostwriting, editing, assigning winners, presenting awards and medals for the American Library Association and more.    
2004-CURRENT (freelance)

administrative assistant/writer, be first media group
Work with clients and companies putting together social media projects, writing articles and blogs for various companies in a variety of industries—from airline management to hunting and fishing/outdoor companies and travel magazines. Assigned various editorial and content marketing writing projects from management. Also work ghostwriting material for seven industry magazines owned by BFMG.

	1990-2004 (full-time)

editor-in-chief, grey house publishing
Beginning in the shipping department at a young age, I worked to earn the Editor-in-Chief title of the entire line of fiction and nonfiction books, managing a staff of 20+ writers and editors.   


PUBLISHED AUTHOR
	1990-PRESENT
AWARD-WINNING/BESTSELLING PUBLISHED AUTHOR OF SUSPENSE and historical fiction, and YA titles
· The Heart of a Legend (Historical Fiction)

· The Angel Chronicles (Historical Fiction/YA Series)

       Until Next Time

       Gilded Wings 

       A Privilege

· Tallent & Lowery (Suspense/Historical Fiction Series)

       13

       The Sapphire Storm

       The Hero’s Companion

       The Charlatan’s Crown

       A Double-Edged Sword

       *(Book Six to be Released November 2021)

	


GHOSTWRITING/EDITING
	1995-PRESENT
This includes a myriad of projects spanning 30 years

· Latest Release as the editor and ghostwriter:

“Nothing Good Happens After Midnight” (Anthology/March 2021) 
· Edited and Ghostwritten short stories, novels, anthologies, and more for national and international, as well as independent publishers, and individual authors. Authors include: Jeffery Deaver, Heather Graham, Hank Phillippi Ryan, Joe Badal, Paul Kemprecos, Weldon Burge, Linwood Barclay, Alan Jacobson, Jon Land, D.P. Lyle, John Lescroart, Linwood Barclay, and others. 
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