












Pharmacy Operations Manager
November 2021- October 2022
Walgreens
Richmond, Ca

 Ensured e-cient pharmacy workBow

 Provide positive patient experiences

 Serves as a CertiAed Pharmacy Technician

 Responsible for the selection, scheduling, and development of pharmacy 

technician personnel.
 Leads training, coaching, and performance management of pharmacy technicians

 Responsible for assisting the pharmacist in the delivery of patient care including 

patient registration, prescription data entry, preparation of mediations for 
patients, and counting

Pharmacy Technician
February 2021 – October 2021
CVS
Emeryville, Ca

 Operating cash registers and ringing up merchandise for customers.

 Answering questions of the customers on the phone and in person

 FulAlling prescription orders and processing payments

 Getting in touch with insurers when needed to resolve issues related to orders

 Tracking inventory levels in the pharmacy

Eligibility Services Technician II                                                                            
2018 – 2019
Alameda County – Social Services Agency                                                                          
Oakland, California 
  
Provided excellent customer service. Became an e0ective communicator and displayed 
excellent interpersonal skills. Grasped new concepts and displayed the ability to 
disseminate information accurately.

 Interview applicants for public assistance aid programs by phone or in person 

 Completes or assists with completion of application forms and witnessing 

signatures; taking sworn statements from applicants and recipients regarding the 
accuracy of their application for public assistance. 
 Explains program regulations and the client's rights and responsibilities 

 Completes income budgets 

 Maintains electronic case records 

 
Administrative Coordinator                                                                                           
2017-2017  
American Board of Foot and Ankle Surgery                                                                         
San Francisco, California 



Provide administrative support to the company’s sta0. Responsible for performing 
clerical duties, maintaining databases, creating reports, maintaining the o-ce, and 
securing maintenance. Assist with on-boarding new sta0.  

 Coordinate meetings and conferences relating to departmental matters. 
 Complete RFP’s for new o-ce lighting and telephone systems. 

 Identify, sort and classify hard-copy customer agreements related to quality, 
change notiAcation and audits 
 Assist in the development of an organized Aling system  

 Greet visitors and callers, route and resolve information requests. 
 

Administrative Associate                                                                                               
2016-2017 
(Contract – Compass Consulting Group) 
Genentech                                                                                                                        
South San Francisco, California 

Provide e0ective administrative support to the V.P. of Clinical Pharmacology and 
supporting Scientists. IdentiAes and anticipates the needs of the group. Currently 
manages multiple schedules that include heavy calendaring. Assists the department 
with special projects; coordinates, arranges, and supports meetings and activities both 
o0 and on-site.  

 Demonstrates e0ective problem-solving skills and provides excellent customer 

service 
 Able to work e0ectively under pressure and prioritize tasks. 

 Facilitates communication on behalf of the team ensuring key information is 

proved clearly, quickly and accurately at the appropriate time 
 Plans, schedules, and coordinates onsite/o0site meetings to include audio and 

video conferencing 

 
Economic Self-Su5ciency Specialist 
1                                                                                                 2014 - 2015 
State of Florida – Department of Children and 
Families                                                               Tampa, Florida 
 
Provide  world  class  customer  service  to  citizens  of  Florida  requiring  Anancial  or
healthcare assistance. Serve as a mentor for new employees in a three month period;
provide coaching, mentorship, and guidance and facilitate training sessions. Proactively
identify potential fraud in cases and reports data to management sta0. 

 Recipient of the High Achiever award for scoring 91+% in the training program

and  received  a Certi cate  of  Appreciation award  for  exceptional  contributions;
consistently exceeds internal quotas 
 Conduct interviews with applicants to obtain and verify information necessary to

determine overall eligibility for SNAP, Medicaid and TANF; calculate income for cases
and develop customized solutions 
 Achieve  continual  compliance  with  strict  federal  and  state  regulations  when

determining  eligibility  for  beneAts;  recognized  as  a  subject  matter  expert  in
regulatory compliance and enforces procedures 



 Provide high-level support to clients and deliver advice on deadlines, timeframes,

and  necessary  actions  to  be  taken;  follow-up  on  missing  documentation  and
investigate any suspicious information 

 
Administrative Assistant / Customer 
Service                                                                    2014  
City of Tampa                                                                                                                      
Tampa, Florida 
 
Delivered high-level administrative support within a fast-paced environment; answered
a high-volume of incoming phone calls on a multi-line system, updated and maintained
conAdential  Ales,  processed payments, produced reports,  composed correspondence,
and managed and maintained any third party billing accounts. 

 Provided  world  class  customer  service  and  support;  responded  to  inquiries,

questions, or requests, assisted all customers with monthly parking applications, and
e0ectively resolve complex complaints 

 
O5ce Assistant                                                                                                          
2013  
Hillsborough County Social Services                                                                                   
Tampa, Florida 
 
Assessed  the  needs  of  clients  and  e0ectively  communicated  options;  responded  to
inquiries, questions, or requests and resolved complex issues. Scheduled appointments
for  case  manager  and  managed  calendars;  developed  agendas.  Answered  a  high-
volume of incoming phone calls on a multi-line system and routed calls. 

 Streamlined  processes  by  arranging  Ales  in  alphabetical  order,  resulting  in

increased e-ciency and accuracy in  Ale  retrieval  and data;  consistently  surpass
objectives and inBuenced new improvements 

 
Sales Representative                                                                                                
2012  
One Touch 
Direct                                                                                                                        Tampa
, Florida 
 
Conducted a high-volume of outbound calls and answered incoming phone calls within a
fast-paced  setting;  solicited  orders  for  goods  and  services,  presented  value-added
solutions,  responded  to  inquiries,  questions  or  requests,  and  e0ectively  resolved
complex complaints. Delivered education about key products and services. 

 Established,  strengthened,  and  maintained  productive  relationships  with

customers  and  created  positive  experiences,  resulting  in  increased  loyalty,
satisfaction, and retention; exceeded client goals 

 
 




