Cecilia A Francis
664 S Race Street Denver, CO 80209 ~ceciliafrancis55@gmail.com~ 303-475-4061

Qualification Summary
Customer Service Expert skilled calming, reassuring, and solving problems and conflicts
I am dependable, reliable team worker with excellence at building rapport with patients or clients
CPR and First Aid Certified
Certified and Registered Dental Assistant
American Aerobic Association International Certified
Licensed in Dental Radiology

Knowledge Base
Computer literate – Microsoft Windows Word, Excel and am quick to learn new programs
Know basic opening and closing procedures
Handle money, deposits, collecting payments, returns, purchases, ordering supplies
General Reception duties, phones, computer, office equipment, filing
Knowledgeable in Blood Born Pathogens and Sterilization Procedures
Familiar with medical terminology
Clean and maintain office equipment






Professional Experience
7/2008 – Present Denver YMCA Personal Trainer/Membership Coordinator
11/2007 – 7/2008 Self-employed    Personal - Trainer
4/2006 – 11/2007 Dental Assistant   Dr. Chad Welch
6/2005 – 3/2006 Dental Assistant/Front   Office   Dr. Kareem McIntosh
10/2002 – 6/2005 Dental Assistant/Front Office   Dr. Sheldon Carr
10/2001 – 10/2002   Dental Assistant   Dr. Donald Hoch
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Education
National Personal Training Institute 2004
American Aerobic Association International   2004
Pima EDDA Certification   2001
Santa Rosa Junior College/Completed Dental Assistant Program   1993
Registered and Certified Dental Assistant    1993
Radiology License   1993
Northern California Society of Oral & Maxillofacial Surgeons Oral Surgery Certification   1994



