Christina R. Y. Powell
3008 Biltmore Avenue Montgomery, AL 36109christinapowell31@gmail.com                                                                                                       Cell: (334) 669-3635

OBJECTIVE

To seek a position within a progressive company where my skills, accomplishments and initiative will be the basis for growth and advancement.

HIGHLIGHTS OF QUALIFICATIONS

Worked closely with co-workers in order to maintain up-to-date records.
1. Able to set up a successful office environment.
1. Well organized, able to meet deadlines and follow instructions in a Professional and timely manner
Proficient with Microsoft Works, Microsoft Office “03” and “07” (Excel, Power Point, Access and MS Outlook), Word Perfect and Print Shop Gold.
1. Type 50 words per minute. 
1. 
RELEVANT EXPERIENCE

                             OFFICE CLERK DUTIES

1. Set up confidential filing systems
1. Collected and processed claim information from clients to be filed in a timely manner
1. Made appointments
1. Verified insurance
1. Attended trainings as needed
1. Answer telephones, direct calls and take messages
1. Compile, copy, sort, and file records of office activities, business transactions, and other activities
1.                                                  
PHARMACY TECHNICIAN DUTIES

     Process medical insurance claims and accept payments
     Maintain patient profiles and records of all medications given    
     Package and label prescriptions 
     Take in written prescriptions and process the medication for pharmacists to verify 
     Ensure that the security and proper storage of drugs is maintained 
     Maintain drug inventory and place drug orders 
     Label drugs, supplies, and chemicals properly

ASSISTANT MANAGER

     To effectively communicate policies and procedures
     Contributes to team effort by accomplishing related results as needed
     Prepares reports by collecting, analyzing, and summarizing information
     Maintains inventory by checking merchandise to determine inventory levels; anticipating customer demand
     Helps customers by providing information; answering questions; obtaining merchandise requested;
     Completing payment transactions; preparing merchandise for delivery
     Meet the store's monthly targets and handle budgets

WORK HISTORY
                      
10/11 – 09/13           Personal Assistant, P. P. V.I.P. S. A. (PT)
06/09 – 07/13	    Texas Work Source, Data Entry Clerk
05/02 - 03/09	    Secretary/Clerk, GAB Robins Environmental, (Temp Position)
02/99 – 04/03	    Office Manager, Quik Cash Loans

EDUCATION

[bookmark: _GoBack]08/10 – 05/13	     Troy State University Montgomery, Human Resource Management
08/94 to 05/97 	     Robert E. Lee High School:  Graduate with Diploma

