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Personable and responsible Front Desk Clerk with 3 years of experience working in 
fast-paced environments. Solid team player with a great positive attitude.

EXPERIENCE

Front Desk Clerk I
ABC Corporation - NOVEMBER 2007 – OCTOBER 2010

 Answer phones, provide requested information to callers and refer the
account for monies received from clients.

 Took the necessary steps to meet customer needs and effectively 
resolve food or service issues.

 Recorded customer orders and repeated them back in a clear, 
understandable manner. Promptly reported complaints to a member 
of the management team.

 Correctly received orders, processed payments and responded 
appropriately to guest concerns. Served fresh, hot food with a smile in
a timely manner.

 Communicated clearly and positively with co-workers and 
management. Resolved guest complaints promptly and professionally.

 Served orders to customers at counters. Packaged menu items into 
bags or trays and placed drink orders into carriers. Prepared and 
served beverages such as coffee, tea, and fountain drinks.

 Cleaned food preparation areas, cooking surfaces, and utensils. 
Maintained a neat, well-groomed appearance including impeccable 
personal hygiene, hair restraint and minimal jewelry that met 
company standards.

Cashier 
ABC Corporation - JULY 2007 – OCTOBER 2007

 Established or identify prices of goods, services or admission, and 
tabulate bills using calculators, cash registers, or optical price 
scanners.

 Answered customers questions, and provided information on 
procedures or policies.

 Calculate total payments received during a time period, and reconcile
this with total sales.

 Assisted with duties in other areas of the store, bagging and carrying 
out customers items.

 Inventory and Stocks Co-Captain - assisted in the completion of cycle 
stock counts, stock checks and external counts and ensured all stock 
movements were replaced, rotated and recorded.

 Served customers, provided advice and assistance, and ensured sales
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targets were achieved.
 Maintained clean and orderly checkout areas and completed other 

general cleaning duties, such as mopping floors and emptying trash 
cans.

EDUCATION

 High School Diploma - (Goose Creek High School - Goose Creek, 
SC)Certificate Programs in Emergency Services Response. - 2012(New 
Mexico Tech - Socorro, NM)Certificate in EMT - 1997(Monroe Community 
College - Rochester, NY)

SKILLS

Excellent Customer Service, Attention To Detail, Money Management, Polite Manners,
and Problem Solving.
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