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SUMMARY

Evening shift manager is responsible for Following emergency procedures for each department in 
the building as outlined by their respective organisations, Providing emergency response services 
for any emergencies, including but not limited to: fire, emergency medical services, police, or 
medical response teams (including but not limited to CPR), Ensuring that all elevators are working 
properly at all times.

SKILLS

Planning, Time Management, Food Management.

WORK EXPERIENCE

Evening shift manager
ABC Corporation  May 2010 – November 2010 
 Ensured that the night shift operates smoothly and efficiently by ensuring that all shifts are 

running on schedule and with minimal disruptions.
 Ensured that employees are properly trained in their job duties, responsibilities, skills, and 

knowledge.
 Ensured compliance with company policies (e.g., fire safety).
 Coordinated issues between departments such as security office, safety department, etc.
 Managed budgets for operations.
 Implemented the payroll system, order entry and accounting information retrieval systems.
 Administered all aspects of the shift, including meal preparation and preparation of all food 

items to ensure compliance with established standards and regulations.

Evening shift manager
Delta Corporation  2005 – 2010 
 Food prep, cash register, closed, did paperwork, made deposits.
 Assessed problems when store manager was gone, worked registers with purchases and 

returns, and trained new employees.
 Marketed merchandise and properly packaged food items.
 Balanced registers, set the alarm, locked the store after hours, and relayed cake orders to the 

bakers.
 Run the cash register, answering the phone, and doing whatever needs to be done to help the

store run as smoothly and give the customers the best .
 Close up the store count down all the register drawers and lock everything in the safe at the 

end of the night.
 I believe that I have helped people want to do their job to the highest of their abilities.

EDUCATION

GED
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