Helene Bentley
14 Scarlet Pine Circle
Brockport, New York 14420

(585) 490-3748 (cell)

email:  helenebentley@hotmail.com
Objective

I am seeking full-time employment with advancement opportunities that will leverage my past experiences and my current certification as a Pharmacy Technician
Professional Experience

· Clerk in Kits Department 
Cooper Vision
1/2012 – present

Rochester, NY 

Daily responsibilities include activities relating to Labeling, Assembling, Quality Inspection (QI) or Material Handling (MH) of Contact Lens Kits.  I work independently and continually meet or exceed performance benchmarks while ensuring the highest possible quality and accuracy relating to my daily responsibility.     
· Office Assistant / General Staff 
Arrowhead Golf Club
8/2005 – 4/2009
Spencerport, NY 

Seasonal Office Assistant, assisting with payroll collection/filing, entry of daily sales receipts for management review/usage using Quickbooks software.  Coordinate staffing schedules for 22 employees.  When needed, I provided service in the Proshop, the Kitchen or Banquet Services.
· Self Employed
Rochester, NY 







1/2000 – 12/2009
Home-based business based on internet sales of antiques & collectibles, motorcycles & motorcycle parts.  I managed inventory, sales efforts, invoicing, shipping services, delivery services, daily correspondence with customers, and overall accounting activities.

· Line Assembly 
Valeo,
1/1997 – 1/2001

Rochester, NY 

Line assembly staff.

· Data Entry Specialist / Computer Operator
EDS, Xerox and Kodak (TAD Temporaries), American Linen Corporation
2/1984 – 12/1996

Rochester, NY 

Hired as supplemental resource performing data entry and key punching services.  Continually was advanced to a full-time resource as a result of outstanding performance and reliability.

Professional Skills

Quantitative:
Experience in MS Word, MS Excel, and Outlook.  Regular use of the internet and search capabilities.
Personal:
Well developed oral, written and presentation skills. Comfortable working in either team situations or independently.  Highly motivated and self-driving.  Strong organization skills, detail oriented and comfortable multi-tasking.  Willing to work very hard to achieve advancement. Strong typing and proof reading skills.  Excellent customer service skills.
Education

Holley High School









1970
· High School Diploma

     Greece Central School District 

     Office of Community Education
· Pharmacy Technician Certification







2011
