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	Key Skills

	
	
	· Achieving company/departmental goals
	· Shipping and Receiving

	· Excellent customer service
	· Team building and teamwork development

	· Excellent verbal and communication skills
	· Problem solving skills

	· Manage multiple projects simultaneously
	· Time management skills

	· Critical thinking skills
· Accounts Receivable 
	· Organizational skills
· Human Resources




	
	
	

	Objective
	
	Bilingual, motivated and mature individual seeking employment with a professional and stable company.  An entrepreneurial in nature, yet ability to operate in a systematic and logical manner, dedicated, quick learning and hardworking individual with the personal communications skills to work at all levels of the organization.  Exceptional skills in customer service with the ability to interact with a diverse population ranging from front-line production staff to senior management and customer contacts, ability to consolidate operational details and effectively meet company goals and deadlines.  Exhibits professionalism on the job on a daily basis.  

	
	
	

	Work Experience
	
	CVS PHARMACY        SHIFT MANAGER/ASSISTANT MANAGER	2004-2012
Responsibilities include floor management, developing monthly inventory tracking reports, hiring/training and supervising 6-20 employees, handling daily cash closeouts, scanning merchandise/stocking, performing aisle housekeeping as needed (missing labels, tags, replacing stock, weekly ads), travel to several district stores to update displays and reorganize stock rooms. Provide excellent customer service.  Analyzing profit loss statements and provide reports to upper management. Shipping and receiving of new merchandise. Apply OSHA safety experience to assure safe environment. Create and manage databases, excel files and reports as needed. Manage assigned projects and following through with invoicing and payments according to protocol. 
WALGREENS               ASSISTANT MANAGER	2002-2004
Responsibilities of floor management which included training, leadership, development, succession planning/knowledge transfer and performance management of the team, performing aisle housekeeping as needed (missing labels, removing and updating sales tags, reviewing weekly ads etc.), stocking, shipping and receiving, develop inventory tracking reports, training and supervising 8-10 employees to improve proficiency and production, supervise cash close outs at end of day, providing excellent customer service resolving customer concerns, ensure profitability through purchasing, inventory management, expense management, shrinkage and loss prevention. Establish store goals, objectives and budgets to assure continuous improvement.
	97-98/99-01
Began as a back-up employee for the paint department and promoted to management position within 3 months, managed 6-8 employees in a eight-hour shift, ordered inventory and organized merchandise for the department, handled inventory control and provided daily sales reports, provided excellent customer service and assisted with vendor and buyer negotiations. Provided technical and administrative guidance to management and the business in support of production planning. Promote OSHA employee safety to ensure safe and efficient working environment . Ensured quality and timely execution of projects/programs deliverables. 

	
	
	

	Education
	
	Houston Community College,  Associates Degree – 3.4 GPA
North Shore High School/GED

	
	
	

	Office Skills
	
	Computer: Proficient on PC and Mac platform, Microsoft Office XP, Word, Excel, PowerPoint, PeachTree, Internet, Data Entry and 10-key by touch, any in-house software

	
	
	

	
	
	References available upon request.
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