SHARON FASANO
303-547-4802
sharon.fasano@comcast.net


OBJECTIVE:	
My objective is to find a position where my skills in organization, prioritization, and confidentiality will assist and give support to staff members. I also get along well with others, and believe that this quality will also aid in this type of roll.


EXPERIENCE:	
Roomlinx, Inc.; Mike Wasik, CEO; Alan Fine, CFO	(2006 - 2013)
11101 W 120th Ave. Ste. 200; Broomfield, CO 80021; 303-544-1111
Office Manager/Executive Assistant
Responsibilities consisted of providing administrative support and assistance to the CEO and additional staff as needed; support to Operations in the areas of purchasing, and shipping and receiving; front desk and office management duties for supplies, mail, office machines, and contract management; as well as assistance to the Accounting Department (A/P, A/R, new hire processing, payroll); and travel arrangements for all company travel plans.

Tortoise Fasteners; Brett Peddie, Manager	(2005 - 2006)
11475 E 53rd Ave., Denver, CO 80239; 303-371-8085
Order Processing
Order processing, filling (part-time, temporary position)

Trish Ingels Realty, Inc.; Trish Ingels, Owner 	(2002 - 2005)
660 Southpointe Ct. #200; Colorado Springs, CO  80906; 719-785-4141
Office Manager/Licensed Assistant
My responsibilities in this position were to create, proof, and produce flyers, ads, and mailings to aid in marketing properties; contract management; receptionist; and basic bookkeeping duties, to include A/P, reconciling checking accounts, payroll, and taxes. 

Grace & St. Stephen’s Episcopal Church; The Rev. Donald Armstrong III, Rector	(1989 - 2001)
601 N. Tejon St.; Colorado Springs, CO  80903; 719-633-5529
Director of Communications
My duties in this position were to create, proof, and produce weekly bulletins, newsletters, flyers, etc for both the parish and national conference; provide secretarial duties for staff members as requested; and to create and maintain the database of parishioners and national conference mailing list.


EDUCATION:	
Texas Tech University, Lubbock, TX	(1976 – 1981)
BS – Elementary Education


Products:	
Microsoft Office	Acctivate!	QuickBooks 	Paycom


Skills:	
Organization	Confidentiality	Prioritizing tasks	Word Processing
Basic Bookkeeping	Purchasing	Accounts Payable	Accounts Receivable
Shipping & Receiving	Travel arrangements	Payroll	New Hire Processing
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