Kyrsten Gharibyar
808 E. Baseline Rd #B
Lafayette, CO. 80026
303-249-6969
kgharibyar@gmail.com
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Exceptional client service abilities

Critical thinking capabilities

Highly organized

Effective written and verbal communication skills
Strong initiative

Multi-tasking abilities

Detail oriented

Passion for working with people

Work Experience

Administrative Assistant Thorngren Building Company 4/2012 to Present PT

Assist the Project Manager with daily operations relating to job; bidding, scheduling and relations with
vendors and sub-contractors, A/P, A/R, payroll, administering and following a budget, meeting deadlines,
telephones, filing, faxing, and customer service.

Technical Account Coordinator  Epsilon 3/2015 to 12/2017

Input data into database to run various models based on client selected criteria for targeting a particular
audience most likely to respond to a certain campaign. This enabled advertising dollars to be spent on
direct marketing, the most effecient way possible. Managed several job folders at a time and worked on,
and met, solid deadlines.

Office Manager Pine Gardens Apartments 6/2010 to 3/2011

Helped new owner get set up with property management software (Rent Manager), collected and posted
rent monies, followed up with delinquencies, 3 day notices, processed move in and move out paperwork,
monitored lease renewals, conducted market survey reports, processed evictions on problem residents and
re-established an occupancy of 100 percent of qualified residents within 5 months

Leasing Professional Sentinel Real Estate 12/2007 to 6/2010

Conduct tours and collect security deposit, walked property and inspected model apartment homes on a
daily basis, provide customer service, prepared and explained lease agreements to new residents and
renewals, organized and published a monthly community newsletter, host resident functions

| quickly became a trusted assistant to the property manager, staff and residents, and earned a reputation
for maintaining a positive attitude and producing high-quality work.



Education

Montana State University - Billings, MT 1990-1992 Business Management
Denver West High School - Denver, CO 1986-1990 Academic Diploma




