                                                 PATRICIA MILLER 
                                                Elkins Park, Pa
                                                484-364-0284 (H)
                                                mpatmaida7@aol.com 


PROFILE 
. Highly organized and efficient veteran. 
. Attentive to detail and able to meet all deadlines.  Proficient in MS Office with keyboarding speed of 80 WPM.
. Currently searching for a position in the historic preservation field or administrative field..

SUMMARY OF SKILLS AND QUALIFICATIONS 
Medical Billing and Coding 
. Knowledgeable of ICD-9 coding principles 
. Proficient in CPT-4 coding 
. Familiarity with medical terminology 
. Knowledge of medical software – Nuance Quantim Clintegrity Encoder, 3M Encoder 
. Filed records in physical therapy, oncology and radiology departments. 
. Mental Health First Aid Certification
. 24 Courses Offered by the Department of Aging While Working for Seniors Helping Seniors

Teaching/Training/Leadership 
. Assisted college students in studying and writing skills. 
. Instructed course in English as a Second Language. 
. Developed lesson plans.  Trained Census Bureau crew leaders in following regulations and procedures. 
. Taught reading, mathematics, social studies, and science in elementary, middle and high school.
.  Receptionist for Block Advisors in West Chester and Jenkintown, Pa.
   
Writing/Administrative 
. Published 6 publications; 5 of them local histories. 
. Produced a historical documentary on sites in Elkins Park, Pa. 
. Editor of Philadelphia Naval Shipyard newspaper, “The Beacon.” 
. Wrote articles and did photography for air national guard newspaper,    “The Observation Point.”


WORK EXPERIENCE
Customer Service Professional/Receptionist, Block Advisors/ H&R Block, , 
January 2019 – April 2025
Cashier, The Home Depot, Downingtown, Pa., December 2021-Present
Teacher Assistant, Warwick Child Care Center, Exton, Pa., August 2015- January 2016  
Helped classroom teacher with setting up classroom and worked as 
Substitute at various centers. 
Office Assistant, (Volunteer/Work Study), Chester County Hospital, 
West Chester, Pa., July 2013-March 2015. Experience using 
Raisers Edge7 computer database program.  
Supplemental Instructor, Delaware County Community College, 
Media, Pa. August 2012-December 2012.  – salary - 
Credit Entry Clerk, Rovi Corporation, Radnor, Pa., October 2010- 
January 2011. 
English as a Second Language Teacher, Won Community Service Center, Glenside, Pa. September 2008-June 2009.  salary - 
Field Operations Supervisor for Address Canvassing, United 
States Census Bureau, Norristown, P., February 2009-May 2009.  Salary 
Substitute Teacher, Cheltenham School District, Elkins Park, Pa., 
March 2006-June 2007
Literacy Intern – Progressed to Pre-Professional Teacher, 
Philadelphia School District, Philadelphia,Pa. July 2001-March 2006. 
Census Field Supervisor – 2019-2020, Norristown, Pa.
For Address Canvassing and Non-Response Follow-up operations
EDUCATION 

Historic Preservation, September 2023 to Present,
Planning on Completing Coursework
Real Estate Basics and Fundamentals,September
2016,The Real Estate Academy, Weichert Realtors,
West Chester, Pa.
Associates in Applied Sciences, Medical Billing and Coding, December 
2014, Delaware County Community College, Media, Pa. GPA: 3:40 
Microsoft Office Certification, March 2012, Full Circle Computing, 
Exton, Pa. 
Video ications, September 1995-
December 1997, Bucks County Community College
Bachelor of Arts, English Literature, December 1982, West Chester University, West Chester, Pa.
MILITARY HISTORY 
    Air Force Reserve, Honorable Discharge, 2001-2008, Air Transportation Craftsman, Staff Sergeant. 
   PA Air National Guard, Honorable Discharge, 1989-1992, Administrative Assistant. 
  
Delaware Army National Guard, 1985-1989, Multichannel Communications
Equipment Operator, Automotive Mechanic
Army Reserve, Honorable Discharge, 1982-1985, Transportation Coordinator. 
 U.S. Army Active Duty, Honorable Discharge, 1976-1978, Telecommunications Specialist.

Volunteer Experience
Cheltenham Township Historical Commission, Have helped with tours and historical research
Lynnewood Hall Preservation Foundation. Had
internship with organization but my internship
overlapped with another internship. May be contacted back from organization to work on a database of photographs to organize and to continue with research to help to restore the museum.
Friends of the Downingtown Library, Have helped with book sales to raise money for library.






