                                                          Venkateshram Singa

                                                          483 Half Hollow Road

                                                          Dix Hills, New York 11746

                                                          (631)626-6528

                                                          vksinga@gmail.com

Summary:   5 years of superb customer service experience seeking a permanent customer service position
             2006-present: attending to family matters, independent study, and resolution of personal matters

              Work Experience: 

              Venkat Enterprises-Massapequa, New York 11/04-4/06

              Assistant Manager

              trained employees to perform duties

              -pumped gas for customers 

              -replenished supplies as necessary

              -created budget reports and submitted all credit card claims for processing

              -advised owner of any changes and suggestions for further improvements when needed

              -implemented and generated new ideas for greater efficiency of service station 
             General Healthcare Resources-Plymouth Meeting, Pennsylvania 5/06

             Temporary Pharmacy Technician Floater

            -input patient prescriptions into database

            -handled all third party claims

            -notified patients of prescription status

            -printed prescriptions and affixed labels onto drug containers

            -filled prescriptions with warning labels on all drug containers

            -light housekeeping around pharmacy

            -delivered prescriptions to nursing residents

            Walgreens-Long Island, New York 2/05-9/05

            Pharmacy Technician

            -input patient prescriptions into database

            -assisted patients in pharmacy and store with any non-pharmacy concerns

            -familiarity with insurance policies and handled all third party claims

            -use of drug robotics and other technology for greater efficiency in pharmacy

            -familiar with inventory procedures in pharmacy

            -printed prescriptions and affixed labels onto drug containers

            -filled prescriptions and processed payment transactions for patients 

            -light housekeeping around the pharmacy

            -provided the "extra mile" customer service attitude for all clients 

            -assisted other technicians for more efficient workflow 

            -attention to detail and strong work ethic

            -filed prescriptions according to class and assisted with phones

          Touro College-Bay Shore, New York 9/02-12/02

          Work Study Library Assistant

          -assisted students and faculty with book and Internet searches

          -general office and clerical duties such as faxing, copying, directing calls to proper communication channels

          -reshelved books and assisted students and faculty with any academic requests

          -excellent research skills
          Metro One Communications-Hauppauge, New York 11/01-4/02

          Inbound Directory Assistance Operator

          -received 85 incoming calls per shift

          -provided directory assistance to callers with phone numbers, addresses, and driving directions

          -arranged restaurant reservations on request, provided movie listings and show times, and concert information

          -provided ski conditions and weather reports

          -familiarity with maps in ease of providing directions from personal travel experiences
          Hillside United Van Lines-East Northport, New York 11/99-4/00

          Appointment Setter         

          -scheduled appointments with customers based on availability and proximity of estimators

          -general clerical duties such as faxing and copying

          -skip tracing and cross referencing skills 

          Education:

          Dowling College 2006

          BA psychology and minor in biology

          Skills and Activities:

          Proficient clerical and general office duties to include data entry skills of 60 wpm with use of computer

          Excellent organizational and analytical skills for quick reference

          Team oriented attitude while maintaining an optimistic attitude at any time

          Dedicated to continuing education and a strong willingness to learn new knowledge

          Strong research skills in any field and always seeking new information  

          Proficient with PC software notably Microsoft Office
