


Dear Employer,
    Hi my name is Emily Glass. I feel that I meet or exceed the minimum requirements for employment through your company.
    I am a Highly Motivated young individual who only wants to succeed. Some of my personal attributes that would best qualify me for my job is my ability to read and understand written and verbal instruction and make decisions based on the best of what I know. My hard work and relentless determination would be a asset to your company. Thank you for inquiring on the possibility of my employment.
I am currently living in Denver Co 

Sincerely,

Emily A. Glass
emilyaglass@yahoo.com
	(580) 649-9061


Emily Glass
727 South Prairie Drive ● Andover, KS ● (580) 649-9061 ● emilyaglass@yahoo.com

OBJECTIVE: To obtain a position using my skills, training and Personal Attributes.
Summary of Qualifications 
• Strong interpersonal and verbal communication skills
• Ability to work with cross functional teams in a professional setting 
• Good understanding of reception work and customer services
• Well developed customer service skills .

EXPERIENCE
	 Poplar, Andover, KS
	 August 2013 –April 2014


WAITRESS
Provide an excellent experience for all guests and ensure the quality of food 
• Greet guests in a professional manner and provide education about the food and
   beverages menus, how menu items are prepared, the ingredients used and the different
   cooking methods.
• Answer phones, greet and help customers with queries and resolve basic concerns
• Check food and beverages for quality and presentation before serving to guest
• Serve food and beverage to guests
• Receive guest payments and process transactions


	Slick Wraps, Andover, KS
	April 2013- August 2013


CUSTOMER SERVICE MANAGER –Performed basic level general office clerical work in support of unit operations.
• Received, screened and referred telephone calls
• Greeted and assisted visitors
• Operated photocopy machine
• Maintained office files and folders
• Keyed data into computer databases

EDUCATION
Wichita Technical Institute (WTI) Wichita, KS
Aug 2014-present
Andover Central High School, Andover, KS
Graduated in 2009




