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Jane Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234



Objective
Restaurant Hostess

Seeking a position as hostess where my professional skills would be used to their fullest.

Summary of Qualifications
· Proven abilities in customer service and staff training in fine dining and resort
restaurants.

· Assist in record keeping, inventory control, and general bookkeeping: experience with the computer system.
· Excellent communication and human relations skills. 
· Handle telephone communication, reservations, and banquet coordination in a professional manner.
· Able to work in a fast-paced environment.
· Medical first aid.
Professional Experience

Coffee and Breakfast Club, Santa Monica, CA                                                                        2007 - Present

Hostess 
· Responsible for front and back office duties. 
· Scheduled appointments. 

· Responsible for up to 20 servers at fine dining restaurant with a combined capacity of 340.
· Answered telephones. 

· Perform other duties as assigned. 

· I performed monthly inventories of supplies and equipment, including glassware and wine.
· Handled virtually all telephone reservations for large and small groups 

· Perform light typing and assist in payroll processing.
· A Supervise the setup of daily buffets.
· Performed a wide range of general office functions.
· General assistance to the manager with scheduling employees hours.
Texas Road House, Santa Monica, CA                                                                                          2005 - 2007

Hostess 
· Schedule appointments.
· Scheduled and supervised up to 16 servers; trained servers in customer relations and cashiering.
· Perform monthly inventories of supplies.
· Supervise the setup of daily buffets.
· Help train other employees in their duties.

 Education and Professional Training

American Career College 2006
Associate, Culinary Arts Los Angeles, CA
Awards and Certificates
CPR - Certified
Food Handlers Sanitation Certificate – Texas Road House
Food Service Sanitation Certificate - Texas Road House
Exceptional Guest Service Certificate - Texas Road House
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