TRACI SMITH
Heber City, UT 84032
760-488-0888 - tracismith888@gmail.com

PROFESSIONAL SUMMARY 	
Courteous professional with substantial experience in customer service industry. 10+ years in Retail environment. Excellent customer service, data entry, cashier, and team participation skills.
Priority attention to punctuality and professionalism.
Diligent Caregiver focused on providing optimal assistance and care required to manage diverse medical conditions. Proficient in organizing medications, doctor appointments, and providing excellent wound care applications..
                                     Professional, organized and friendly with excellent interpersonal skills.
SKILLS 	


Client Education Attentive to People
Client Records Management Calendaring and Scheduling Progress Reports and Documentation

Problem Identification
Organization and Attention to Detail Data entry
Proficient with many computer programs
Quick learner

WORK HISTORY 	
02/2016 to 07/2022	Caregiver, Special Needs
IHSS San Bernadino County – Lucerne Valley , CA Personal caregiver for T5 paraplegic family member.
Wound care, physical therapy, nutrition, wheelchair assistance, personal hygienist, transportation to Dr. appointments and personal errands. Medical advocate.

02/2014 to 02/2016	Copy and Print Associate
Staples – Park City, UT
Operated copiers and printers, trimmed stock to special sizes, and bound booklets using spiral or saddle-stitch techniques to complete customer job requests.
Created customized options and solutions to meet customer unique copy and printing needs.
Completed complex customer orders accurately and within quoted timeframe. Incorporated selling skills and product and service knowledge to meet customer needs.
Answered phone calls to provide prompt and courteous answers to questions and encourage customer store visits.
Entered customer orders in POS register system and created invoices to collect accurate payment.

   01/2010 to 06/2013	 Pharmacy Technician
CVS Pharmacy – Ventura, CA
Answered incoming phone calls and addressed questions from customers and healthcare providers.
Calculated dosage, filled prescriptions and prepared prescription labels with absolute accuracy.
Stocked, labeled and inventoried medication to keep accurate records. Performed various pharmacy operational activities with strong commitment to accuracy, efficiency and service quality.
Entered and processed patients' prescriptions into internal system.
Maintained proper drug storage procedures, registries, and records for controlled drugs.
Collected co-payments or full payments from customers.
Consulted with insurance company representatives to complete claims processing, resolve concerns and reconcile payments.
Helped pharmacist clear problematic prescriptions and address customer questions to keep pharmacy efficient.
Processed incoming drug orders by checking deliveries against paperwork and updating computer system.
Communicated with prescribers to verify medication dosages, refill authorizations and patient information.
Reviewed and verified customer information and insurance provider information. Restocked automated medication dispensing equipment.
Resolved non-routine issues like third-party billing, computer system and customer service issues.
Coordinated with insurance representatives to process claims and calculate correct co-pay information for patients.

07/2005 to 05/2010	Pharmacy Technician
Rite-Aid Pharmacy – Park City, UT
Performed various pharmacy operational activities with strong commitment to accuracy, efficiency and service quality.
Assisted pharmacist by filling prescriptions for customers and responding to patient questions regarding prescription and medication-specific orders.
Performed same duties that were continued on at CVS. Excellent customer service
EDUCATION 	
01/1985
Los Angeles Community College - Woodland Hills
