
DAN S. CARRASCO
(303) 757-2104
1473 South Monaco Parkway – Denver, CO  80224
dancarrasco@msn.com

CAREER OBJECTIVE

Exploring career opportunities in the administrative and office support field.  Extensive background in all facets of office management gained in the telecommunications sector.  Knowledgeable in project management, analysis and upgrading policies/procedures.  Expertise in developing a harmonious work environment. 
 
SKILLS

• Microsoft Office (Word, Excel, PowerPoint, Outlook)
• Windows 2000
• Typing (50 wpm)

PROFESSIONAL EXPERIENCE

Oppedahl Patent Law Firm, LLC
Administrative Assistant (September 2014 to February 2015)

• Greeted Clients
• Answered multi-line phones
• Saved E-Mails to individual client folders
• Created and updated web pages using HotMetal Pro 6.0
• Helped accountant with monthly report.  Reconciling and correcting data.
• Used FlexTract to create client letters
• Ordered meals for staff
• Extensive Faxing (domestic and international)

Christopherson Business Travel
Receptionist (August 2010 to January 2014)

• Greeted Clients
• Answered multi-line phones
• Created Documents using Microsoft Word and Microsoft Excel
• Created and updated calendars using Microsoft Publisher
• Special projects as requested





Jehn Water Consultants
Administrative Assistant (September 2008 to January 2010)

• Greeted clients 
• Answered multi-line phones
• Ordered meals for meetings
• Created documents using Microsoft Word and Microsoft Excel
• Heavy filing
• Assisted bookkeeper with QuickBooks, inputting time and expenses.
• Maintained and ordered supplies
• Assisted with preparing and mailing monthly invoices

HomeBuyers Real Estate Denver                                               
Office Manager (2005 to 2008)

• Created documents using Microsoft Word and Microsoft Excel
• Gave presentations to clients about Company programs
• Supported Broker
• Maintain Outlook calendar 
• Answered multi-line phones
• Track office expenses
• Transcribed application information from the telephone
• Maintain and ordered supplies

USWest Communications/Qwest Communications                 1984-2004
Administrative Assistant (1994-2005)

• Effectively provided general administrative support as directed for 50 people including 
   Director level.  This included calendar management, typing correspondence, answering 
   telephones, scheduling appointments, copying, faxing, and preparing expense reports.   
• Orchestrated travel arrangements.
• Planned meetings, events
• Created and maintained spreadsheets using
   Microsoft Excel
• Spear headed regularly scheduled release meetings 
• Oversaw the timely and accurate update of 
  corporate web sites
• Acted as liaison between staff and director.
• Updated flow charts using Microsoft Visio and distributed
• Created and maintain reports
• Ordered and maintained supplies

EDUCATION

Metropolitan State College 
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