RAZIEH MOSTAFAVI

6750 Beadnell Way, No. 4, San Diego, CA 92117
(619) 321-8185; ROZMOSTAFAVI@YAHOO.COM
EDUCATION                                   




        
B.S. in Social Services, University of Phoenix, 2006
GPA: 3.5; Honor Roll

Related Certifications:

· Member of California Healthcare Interpreting Association (CHIA)

· Member of American Translation Association ( ATA) 

· Member of International Medical Interpreters Association ( IMIA) 
· Washington State Certified Farsi Interpreter – 2006
· Certified ALTA Language Testing- 2007

· Real Estate Licensee from State of Washington and California – 2001-Current
· Certified Travel Agent from Career Travel Issaquah, WA – 1998
· Entry on Duty issued in 2007 by the U.S. Office of Professional Responsibility for the U.S. Department of Homeland Security, Immigration & Customs Enforcement.  Final Adjudication pending.

EXPERIENCE        






                 

Jul. 2007—Present 

Legal/Medical/Social Interpreter: Cyracom/Language Services Associates /Pacific Interpreters Inc. 
· Over the phone interpreting duties in all legal, financial, medical and social aspects between the clients and providers. 








    
                                                                                                                                               Sept. 1995- Present 
                                                                 

             Farsi Instructor:  Lake WA Schools/ Various Individuals
· Taught Farsi to elementary students using own curriculum based on ESL method using images via positive reinforcement and game playing.  Adult teaching Farsi to multiple individuals with every level and needs.                 

                                                                                                                                               Jul. 2006 – Jul. 2007   

Office Manager/Human Resources Assistant/IT: Corsair Inc.                            
· Managed all administrative duties of an aerospace engineering firm: public relations, bank deposits, accounts receivables, and travel arrangements
· Collaborated with HR director to create benefits documentations and presentation slides for web-conferencing
· Implemented security clearance, new hire packets, and other related HR duties

· Worked in a team to design and update the company’s intranet and extranet
                           May 2005 – Jul. 2006
Real Estate Transactions and Sales Assistant: Century 21
· Sold more than 2 million dollars in Real Estate

· Managed Residential Real Estate Sales, Marketing, Real Estate Analysis and Documentation, Executing Contracts, Inspections and Escrow follow-ups 
       Jun. 2003-Apr. 2005       
HR/IT Administrative Assistant: Print, Inc.
· Created and published the nationally distributed daily newsletter and developed the HIPAA compliancy brochure  
· Helped to develop business plans for the IT director
· Oversaw helpdesk team to improve efficiency through weekly meetings and strict agendas
                        Dec. 1999-Nov. 2002       
Receptionist/Administrative Assistant: AMEC Earth and Environmental Inc.   

· Researched, managed the switchboard and other communications, greeted clients, made travel arrangements, and wrote the daily newsletter
SKILLS

· Computer: All MS Office utilities; Word Fast, SDE, Word Perfect, Peachtree; Quuckbook,;Jamis;GroupWise; E-Automate; ACT; PeopleSoft/HRMS
· Language: Farsi, Dari
VOLUNTEER WORK  

Teen Advocate: Kirkland Teen Center                                                                       May 2004-Jul. 2004
· Completed more than 100 hours working as a Teen Advocate at Kirkland Teen Center


Refugee Assistant Specialist: Archdiocese Housing Authority                               Jun. 2003-Sept. 2003
· Completed more than 150 hours working as refugee assistant specialist at Seattle Archdiocese Housing Authority
