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PROFESSIONAL PROFILE
Ambitious and diligent neuroscience major with 4+ years of customer service and administrative experience. Adept at working in fast-paced environments demanding strong organizational, leadership, and interpersonal skills. Committed to exceptional customer service and driven by challenge. Detailed oriented and possess ability to multitask efficiently.  
PROFESSIONAL EXPERIENCE
Mission BBQ
Assistant Catering Manager | Philadelphia, PA | July 2017 – Present
· Administrative and clerical responsibilities (phones, filing, copies, scanning).
· Answering all incoming catering calls, maintain incoming inquires, provide invoice proposals for events, and assisting catering manager with any projects.
· Involved in creative marketing opportunities for the facility, such as represent the venue at bridal shows.
· Acquire and maintain good relationships with event planners, venders, caterers, and business organizations.
· Manage daily operations, sales, payroll, and inventory.
· Recruit and train catering staff and hire temporary staff on a per event basis.
· Handle billing inquires and take advance deposits from customers.
· Create and modify the weekly work schedule to accommodate employees, volume, or other emerging trends.
· Inspect supplies, equipment, and work areas to ensure conformance to established standards.
· Resolve guest issues regarding catering matters.
· Organize and operate catering service for events, weddings, and corporate parties.
· Determine how food should be presented, and create decorative food displays.
· Deliver catering orders to homes and business throughout the region.		

Expo/Dining Room Leader | May 2016 – July 2017 
· Expedited food preparation to ensure food is prepared and delivered in a timely fashion.
· Inspected food items to ensure freshness and proper temperature.
· Monitored restaurant to ensure everyone is providing quality food and service to guests and that safety and sanitation standards are being met.
· Inspected employees’ work areas for cleanliness to acknowledge employees’ work, delegate other cleaning duties, and/or okay him or her to go home.
· Resolved all guest complaints by listening to their issues and finding solutions. 
· Visited tables (asks questions, learns names, anticipates customer’s needs).
· Handled customer’s complaints by following company guidelines to ensure the problem is resolved.

Great Service Representative | July 2015 – May 2016 
· Greeted customers and maintained proper eye contact.
· Answered questions regarding food, beverages, restaurant, and service using knowledge of the restaurant.
· Accurately handled cash and credit payments, makes change, and gives receipts.
· Answers the phone to provide callers with directions to the restaurant, hours of operation, etc.
· Assisted other employees with stocking stations, bussing, sweeping under the tables, running food, wiping, and cleaning tables to ensure the cleanliness of the restaurant, and prepare for new customers.
· Completed all assigned tasks and duties requested by managers.
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Domenic’s Pizza
Cashier/Line Cook | Philadelphia, PA | Aug 2014 - Aug 2015
· Greetedeach customer as they walk through the door and thanking them for their business.
· Performed all transactions at the register quickly and accurately including taking an order, applying coupons or discounts, giving the customer a total, handling cash and counting back change correctly.
· Answered the phone after no more than 3 rings and providing superior customer service with each call.
· Prepared and cooked accurate meal assignments in high customer volume.
· Answered and addressed any customers concerns or questions and ensured that the customer is heard and the problem was addressed in the best way possible for the company and customer alike.
· Responsible for a clean and prepared dining room area, this includes vacuuming the rugs, clean windows, clean tables, and making sure each table is properly stocked with condiments.
· Cleaned food preparation areas, cooking surfaces, and utensils.
EDUCATION
Bucks County Community College Newtown, PA
Pursuing an Associates of Science

· Major: Neuroscience
· GPA: 3.0/4.0

ADDITIONAL SKILLS
· Proficient in Microsoft Office; Word, Excel, and PowerPoint. 
· Certified in First Aid and CPR/AED. 
· Certified in Mental Health First Aid.
AWARDS AND HONORS
· Awarded Unsung Hero for embodying the company’s values and exemplifying leadership 2 years in a row at Mission BBQ in 2016 and 2017.
· Employee of the Month at Mission BBQ in August 2016.
