Berta Bachayeva
P.O. Box 221575
Denver, Colorado 802222
Phone: (720) 838-5423
E-Mail: bachayeva@yahoo.com


Objective
To bring enthusiasm, dedication, and outstanding work ethic to your organization! 


 Summary
· Over 8 years experience as a Certified Pharmacy Technician, And Customer service. Extensive experience in the coordination, planning, and support of daily operational and administrative functions. 
 
· Excellent phone etiquette, detail-oriented, and top-notch organizational skills
 
· Ability to effectively take on tasks with confidence and provide favorable results for my employer
 
· Firm believer in punctuality, easily grasps new concepts, and always maintains a positive attitude towards others     
 
· Advanced computer skills including, Adobe, Microsoft Word, Outlook, Excel, Power Point, 10 Key, Mac Operating System, Type 60 wpm, and Image Scanning.

· Speaks Russian and English fluently


  
Experience
Receptionist/Administrative Assistant
[bookmark: _GoBack]Clinique DeLavita Spa			 Denver, Colorado          	  May 2006- Dec 2013

· Maintaining calls, messages and appointments of the clients.
· Handling clients and services related to administration. Assisting HR related processing.
· Organizing meetings to develop and maintain etiquette's and service standards.
· Develop and maintain a current and accurate filing system
· Monitor the use of supplies and equipment
· Receive, direct and relay telephone messages and fax messages
· Open and date stamp all general correspondence
· Pick up and deliver the mail
	

	
Pharmacy Technician
Correctional Health Care                   Centennial, Colorado                December 2009 – April 2011

· Creating prescription labels
· Counting, pouring, measuring and weighing tablets and medications
· Selecting the proper prescription containers
· Data entry of new prescriptions for inmates
· Answer phones, prepare faxes, and file documents

Pharmacy Technician/Cashier
King Soopers                                      Denver, Colorado                October 2006 – December 2009 
 
· Assisting the pharmacist with counting medication
· Help patients who are dropping off or picking up prescription orders
· Communicate with insurance carriers to obtain payment for prescription claims
· Maintain knowledge of loss prevention techniques
· Operate cash register and process cash, credit, debit, and check transactions

Customer Service Representative
Convergys                                         Denver, Colorado                     October 2005 – July 2006
· Answered incoming calls professionally and responded to customer inquires
· Provided customers with product and service information
· Promptly resolved customer complaints
· Accurately completed call logs and reports


Education
			Emily Griffith Opportunity School, Certified Pharmacy Technician 2005

40 Credit Hours, Nursing Major - Community College of Aurora
References

June Pak		Registered Pharmacist/Manager	(303)-333-1545


Irma Deleon		Certified Pharmacy Technician	(720)-882-5377

	
Christina Ludwig	Registered Pharmacist 		(720)-220-9488


Larry Stein		Registered Pharmacist			(720)-568-0234	 		

