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	Career Objectives

	
	· To obtain a position within a company where my background and skills in management, office administration, program development, customer service and training can be maximized.


	Areas of Effectiveness

	
	· Multi-faceted, efficient, and reliable administrative professional with 7+ years of experience supporting executives, sales and
       managers to improve internal operations for small businesses.
· Proficient in all of the standard office desktop software programs including Microsoft Windows and all Microsoft Office programs.
· Diversified skill sets covering administrative support, client relations, writing, human resources, recruitment and retention,  
       marketing, and account management.
· Excellent phone, interpersonal and digital communication skills.
· Ability to work with a variety of types of people.


	Experience

	
	December 2006 – August 2013 • Kristie Co. Fast Foods Inc. • Fort Payne, AL • Operations Director/Office Manager
· Direct operational responsibility for three restaurant locations generating a combined revenue of $4.8 million annually

· Managed daily operation of business through improved management techniques, attention to detail, and inventory control resulting in an increase in Gross Profit Margin.
· Responsible for all aspects of company human resources including hiring and retention of management and hourly employees, emphasizing on developing and promoting from within, proper business ethics, handling employee issues and conducting training for all employees company wide.  
· Managed general office responsibilities including communication with vendors and clients, composing company correspondence and assisting in the processing of accounts payable and receivable.
· Responsible for development of training and retention programs to decrease turnover and improve overall service throughout the company as a whole.
June 2004 – November 2006 • ARAMARK: Sports & Entertainment • Columbus, OH • CC&R/Bar Operations Manager 

· Direct operational responsibility for the bar department and all convention & café outlets representing 20% of total food and beverage service revenue generated at the Greater Columbus Convention Center.

· Managed daily operation of business through improved management techniques, attention to detail, and inventory control resulting in a $20K increase in CC&R sales.

· Responsible for hiring and development of service and supervisory associates. Initiated career ladder program for supervisors to promote retention and a succession plan.

· Fostered a team atmosphere through improved training, communication, and motivation.

· Led quality improvement initiatives including associate training, menu reengineering and facility renovations to increase sales and profitability.

· Conducted price analysis and implemented price increases resulting in a 5% increase in revenue.

· Increased customer satisfaction by developing a variety of new menu items, and improving the quality of the product served overall leading to an $18K sales growth.  

· Assisted across the organization as a support manager for Mardi Gras 2005, Mobile AL (25K+ attendees), SAP Sapphire Show, Boston, MA (10,000K attendees), North American International Auto Show 2006, Detroit MI (75K attendees), NFL Experience 2006, Detroit, MI (100K attendees)

Stadiums & Arenas:  Allen County Arena start of season with focus on premium services.

Business Services: JP Morgan Chase Manhattan opening with focus on back of house operation.
May 1999 – November 2001 • Burger King  • Fort Payne, AL• Assistant Restaurant Manager 

· Effectively managed a staff of 15 or more, coordinated schedules, and enforced company policies.

· Delegated employee assignments, followed up to ensure completion.

· Assisted in determining restaurant’s financial goals through labor costs, gross profits, and operational costs.

· Supervised and evaluated the development and learning of each employee in a timely manner.

· Negotiated conflicts in a fair but firm manner.

	Education

	
	Johnson & Wales University • Providence, RI • B.A., Hospitality Sales & Meeting Management (GPA: 3.42) 2004

Johnson & Wales University • Providence, RI • A.S., Restaurant Institutional Management (GPA: 3.63) 2002

Cum Laude ~ Dean’s List ~ Recognition in Nation’s Restaurant News for achievements

	Professional Memberships and Training

	
	· Alpha Sigma Tau Sorority – Member of Executive Committee

·  Johnson & Wales Alumni Association

· TIPS Certified Trainer, ServSafe Certified Instructor/Proctor

· ARAMARK Building Leadership Skills and On Your Mark training programs.

· National Convention Coordinator for Alpha Sigma Tau 2010
· Burger King Corporation ~ Be Our Guest Certified


References Available Upon Request
