Fariba Nassiri
12440 Kearney Circle  Thornton, CO 80602 Home: 303.317.6148  Email: Fariba.Nassiri@Hotmail.com
Administrative Assistant/Receptionist
I am offering my administrative support and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.



Key SkillS




	Office Skills:
	Office Management
Records Management
Database Administration
	Spreadsheets/Reports
Event Management
Calendaring
	Front-Desk Reception
Executive Support
Travel Coordination


	Computer Skills:
	Windows
MS PowerPoint
	10 Key
SAP
	Illustrator & Photoshop
Quark Xpress

	Certified in:
	Access 2007
MAC OSX Tiger
Power Point
	Word 2010
Outlook 2010
SharePoint 2010
	Excel 2010
Quickbooks 2005

Project 2007

	Misc.
	CPR Certified
HVAC
	X-ray Certified
Plumbing
	Customer Service
OSHA Regulation



Professional Experience
Dental Assistant	                                                                                                                                                      August 2011– May 2012
Small Smiles of Thornton   		      				                                                                        Thornton, CO
· Take X-ray on children 3 yrs of age and older.
· Prophy & Cleaning
· Instructing children on hygiene.
· Marketing
Sales Manager    	                                                                                                   			        June 2010– May 2011
AFSAT   		      					                                                              Kabul, Afghanistan
· Promoted the company.
· Marketing
Claim Authorizer & Administrative                   	                                                                                               November 2007– April 2010  
2-10 Home Buyers Warranty			      					                                          Denver, CO
· Spoke with technicians and received diagnosis and authorized them to perform a job.
· Help customers with their warranty agreements by answering questions.  
Administrative  & Proposal writer	                                                                   		              May 2005 – November 2007
Johnson Controls 				   			                                                                              Plano, TX
· Performed general office work 
· Typed up proposal documents 
Customer Service Representative & Lead				                                                        July 2001 – April 2005
Dish Network (Echostar Communications) 						                                       Thornton, CO
· Leader in customer service and sales agent, helped customers with technical support, sales and programming.
Administrative Assistant 	 	       	                                                                                              September 1999 - April 2001
Artesyn Technologies 								                                    Broomfield, CO
· Worked at the Maintenance department by entering data using the MP2 software.
· Did office work, filing, paper work, answering and transferring phone calls. 
· Volunteered in the assembly lines and some production work.
Receptionist 		   			      	                   	                                     May 1997 - August 1997 
Internal Revenue Service                                                                                                                                                        Westminster, CO
· Answered incoming calls and transferred as needed.
· Misc. office work
Education

English Major & Literature Minor                             Metropolitan State College of Denver                                                      Denver,  CO

Dental Assistant                                                        Pima Medical Institute                                                                               Denver, CO

High School                                                               Standley Lake High School                                                               Westminster, CO     
