
your name
Address ~ City, CA Zip Code ~ Phone Number ~ Email
Objective:  The Position Title. 

 Professional Profile

· Competent, reliable, committed professional with a wide range of practical skills

· Productive and responsible; willing to handle any task needed

· Honest and productive worker; self-motivated and take the initiative

· Work effectively in collaboration with others

· Take pride in doing a good job and achieving results

· Ambitious, motivated worker who learns new systems quickly and takes initiative

Professional Experience

Receptionist
· Operated telephone switchboard to answer, screened, and forwarded calls
· Provided information, took messages, and scheduled appointments

· Received payments and recorded receipts

· Scheduled appointments, and maintained and update appointment calendars 

· Filed and maintained records

Customer Service ~ Cashier

· Greeted customers and ascertained what each customer wanted or needed

· Determined charges for services requested, collected payments, and arranged bills

· Opened and closed cash registers, performed tasks such as counting money and separating charge slips
· Received payments by cash, check, credit cards, vouchers, or automatic debits

· Issued receipts, refunds, credits, or change due to customers

· Answered customers’ questions, and provided information on procedures or policies

· Quoted prices and described menu if requested from guest

Waitress ~ Bartender ~ Banquet Server
· Checked patrons' identification to ensure age requirements for consumption of alcohol 

· Took orders from patrons for food or beverages and collected payments from customers

· Wrote patrons' food orders on order slips, memorized orders, and entered orders into computers

·  Ensured customer satisfaction and took action to correct any issues 

· Served food and beverages to patrons; prepared and served specialty dishes at tables as required

· Prepared checks that itemize and totaled meal costs and sales taxes

· Removed dishes and glasses from tables or counters, and took them to kitchen for cleaning

· Presented menus, answered questions, and made recommendations upon request

Employment History

title ~ Name of Business ~  City and State
From – To
Education

Diploma or  certificate Received ~ School, City and State
