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To obtain an entry level business position, with a well-established company, where I am able to learn and grow.


Experience
	12/2018 – Current
Production Assistant, Steven Roberts Original Deserts | Aurora, CO
• Produced documents and reports and submitted required production papers to appropriate parties.
· Kept records of attendance for all production, sanitation, maintenance, etc. employees.
· Tracked employees’ timecards and hours.
· Communicated with other departments to ensure all the information is accurate.
· Assisted production managers with write up forms and all other disciplinary forms as well.
• Remained alert, active and ready to respond to any request at any time using variety of available resources.
• Maintained work areas organized and neat, which enabled swift cleanup following each shift.
• Supported quality assurance by visually inspecting items and removing defect parts.
• Maintained attendance records, taking note of staff vacation time, sick days and personal days.
• Tracked and submitted employee time sheets to accounting department for payroll processing.
• Verify and review forms and reports for compliance with company regulations and procedures. Enter and track information into appropriate computer programs.


	12/2017 – 1/2020 
Server, Macaroni Grill | Greenwood Village, CO
• Completed opening and closing checklists, including emptying trash, safeguarding alcohol and polishing silverware.
• Operated POS terminals to input orders, split bills and calculate totals.
• Satisfied customers by keeping drinks topped off and anticipating needs such as condiments and extra napkins.
• Managed closing duties, including restocking items and reconciling cash drawer.
• Discussed alternative selections with chef for guests with food allergies or gluten-free requests.
• Maximized team performance by training new employees on proper food handling, guest expectations and restaurant protocols.
• Assisted individuals in selecting meal options, including entrees and desserts and recommended alternative items for those with food allergies and gluten intolerances.
• Addressed any concerns or complaints quickly to promote customer happiness and escalated more advanced issues to management for resolution.
[bookmark: _GoBack]• Applied safe food handling and optimal cleaning strategies to protect customers and maintain proper sanitation.
• Prepared banquet rooms for use, adjusting lights, sound volumes and room temperature to provide comfortable experiences for guests.
• Checked on guests to verify satisfaction with meals and suggested additional items to increase restaurant sales.
• Answered phones politely and promptly, accurately recording and confirming reservations.
• Increased sales of key menu items through effective upselling.

12/2016 - 06/2017 
SHIFT MANAGER, EINSTEIN'S BROS BAGELS | ENGLEWOOD, CO
• Enhanced operations and boosted efficiency through employee training and coaching, as well as creation of day-to-day work schedules and assignments.
• Positioned skilled staff in key areas throughout shift to guarantee optimal productivity of overall department.
• Coached and trained employees and created daily work schedules and assignments, boosting efficiency and enhancing operations.
• Oversaw schedules, accepted time off requests and found coverage for shifts.
• Helped employees operate productively and stay on task to meet business and customer needs.
• Increased overall team efficiency and productivity.
• Mentored and supported new employees to maximize team performance.
• Upheld company standards and compliance requirements for operations and cleanliness of all areas.
• Documented receipts, employee hours and inventory movements.
• Trained and supervised staff members.
• Remained calm and professional in stressful circumstances and when dealing with unhappy customers, effectively diffusing situations.
• Streamlined efficiency, reduced labor hours and boosted profitability to optimize overall productivity.
• Recruited, hired and trained new employees, including monitoring and review of individual performance.
• Completed thorough opening, closing and shift change functions to maintain operational standards each day.

03/2015 - 06/2017 
CASHIER, Wendy's | Wheat Ridge, CO 
• Helped customers find specific products, answering questions and offering advice.
• Maintained high productivity by efficiently processing cash, credit, debit and voucher program payments for customers.
• Helped customers update accounts, sign up for new services and take advantage of special offers.
• Trained new team members in cash register operation, stock procedures and customer service.
• Learned roles of other departments to provide coverage and keep store operational.
• Organized and maintained both physical and digital payment documentation for accurate filing and compliant recordkeeping.
• Worked closely with front-end staff to assist customers.
  
01/2017 - 03/2017 
CALL CENTER REPRESENTATIVE, Intertel Inc | Greenwood Village, CO 
•	Collected customer feedback and recommended procedural or product changes to enhance future service delivery.
•	Reviewed customer data to assess current issues and determine potential solutions.
•	Met or exceeded call speed, accuracy and volume benchmarks on consistent basis.
•	Documented conversations with customers to track requests, problems and solutions.
•	Achieved high sales percentage with consultative, value-focused customer service approach.


Education
	Expected in 01/2016 
High School Diploma, Mclain Community High School | Lakewood, CO
· Ranked Top 2nd in graduating class
· 3.7 GPA


	Expected in 06/2015 
Certification of Health & Medical Sciences, Warren Tech | Arvada, Co
· 3.2 GPA


Skills
	Presentation skills
Resolution-oriented
Detail-oriented
Employee scheduling
Effective team player	
Proficient in MS Office
Adaptive team player
High-energy attitude
Excellent multi-tasker
Issue and conflict resolution
Staff development
Organized
Superior communication skills
Dependable and reliable
Computer proficiency, Computer-savvy
Superb time management
Team oversight
Sound judgment
Communication skills
References
· Devin Brindle, School Counselor, 303.982.7175, dbrindle@jeffco.k12.co.us
· Rose Abeyta, Shift supervisor at Wendy's, 720.639.0157

	Superb Customer Service
Conferred with customers in person to provide excellent customer service
Management
Entering all data from the day into the computer system
Excellent communication
Excellent customer service
Dependable
Detail oriented
Fast
Team leader
Fast learner
Team player
Schedule coordination
Goal setting
Leadership and team building
Staff training
Safety assurance
Staff supervision



• Danielle, Front of house Manager at Macaroni Grill, 720.364.4523
• Morgan Stockman, Server at Macaroni Grill, 505.402.3385
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