
Robert Smith 
Sr. Catering Coordinator

PERSONAL STATEMENT

Highly qualified Catering Coordinator with experience in the industry. Enjoy 
creative problem solving and getting exposure on multiple projects, and I 
would excel in the collaborative environment on which your company 
prides itself.

WORK EXPERIENCE

Sr. Catering Coordinator
ABC Corporation -   July 2012 – January 2014 

Responsibilities:

 Responsible for sales, up-selling, coordinating, booking and managing 
events, this included staffing and promoting the companys policy and 
procedures keeping within the FDA guidelines.

 Responsible for ordering, arranging and controlling food inventories to 
ensure quality control.

 Responsible for food product consistency and customer satisfaction 
ensuring that employees are practicing required serving techniques as 
required by the State Department of Health.

 Coordinate food purchases &amp; deliveries insuring timely, cost 
effective &amp; quality management of the companys product.

 Assisting clients expense accounts, keeping them within their budget, 
while keeping strict invoicing &amp; record keeping.

 Developed menus which catered to customers with food allergies 
&amp; diet restrictions such as gluten-free &amp; vegan items.

 Training all new staff, including refresher training for any/all staff 
whenever identified as necessary &amp; on new processes.

Catering Coordinator
ABC Corporation -   2009 – 2012 

Responsibilities:

 Trained and managed catering staff and student assistants.
 Met and followed-up with potential clients.
 Planned and entered events using EMS software.
 Generated invoices in a timely manner.
 Received meal plan payments from university students living on 

campus.
 Responsible for department petty cash.
 Built rapport with vendors for events..
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SKILLS

Word, Excel, POS 
systems, Delphi, Google 
Drive.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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