	Ladan Afshar
125 Lake Drive, Sterling, VA 20164
571-331-7171

Lafshar@gmu.edu

	OBJECTIVE
	To obtain a challenging entry level position in management with potential for growth.

	SKILLS PROFILE


	· Strong writing and administrative skills.
· Experienced in Microsoft office suite.

· Excellent customer service and interpersonal skills.

· Highly organized, with strong attention to details.
Fluent in English and Farsi. Basic Knowledge of Spanish

	EMPLOYMENT HISTORY


	Lufthansa USA, Airline
	December 2005-June 2006

	
	Front Desk/Check-In Agent

Dulles Airport, VA

· Responsible for checking passengers into the system, verifying passport and travel documents.
· Handling customer service issues such as luggage, flight delays and re-booking passengers.
· Responsible for direct communication between the staff on air craft and airline personal on the ground.

	
	Dental Office of Dr. Hooshangi
	May 2005-March 2006

	
	Front Desk Assistant

Vienna, VA

· Organized and coordinated patient appointments.
· Overhauled and maintained a filing system.
· Responsible for expeditious and professional handling of insurance claims.

	
	Hyatt Regency Hotel
	November 2003- January 2005

	
	Front Desk/ Customer service

Dulles, VA

· Provide administrative support to the front desk department and consulting team as needed.
· Assisted to provide the finest personal service and facilities for our guests.

· Party planner and decorator for special occasions

	
	

	Education
	George Mason University

Fairfax, VA

BS in Management

Expected graduation date of May 2007

Relevant course work includes classes in Accounting, Finance, Human Relations Management and Strategic Management.  


	
	


