
Robert Smith 
Jr. Head Waitress

PERSONAL STATEMENT

To secure a position with a well established company with a stable 
environment that will lead to a lasting relationship in the field. To obtain a 
position that will enable me to use my strong organizational skills, 
educational background, and ability to work well with people.

WORK EXPERIENCE

Jr. Head Waitress
ABC Corporation -   September 2002 – March 2006 

Responsibilities:

 Assisted guests with making menu choices in an informative and helpful
fashion.

 Maintained knowledge of current menu items, garnishes, ingredients 
and preparation methods.

 Delivered exceptional service by greeting and serving customers in a 
timely, friendly manner.

 Managed closing duties, including restocking items and reconciliation of
the cash drawer.

 Routinely cleaned table linens, table settings, glassware, windowsills, 
carpets, counters, floors, storage areas and service refrigerators.

 Inquired about guest satisfaction, anticipated additional needs and 
happily fulfilled requests.

 Performed checkouts of servers and bartenders to ensure that all tickets
were accounted for.

Head Waitress
ABC Corporation -   2000 – 2002 

Responsibilities:

 Excellent ability to communicate clearly with customers under various 
circumstances.

 Confirm with customers to make sure that they are enjoying food and 
take action to correct any troubles.

 Interviewed, supervised, and scheduled for staff.
 Stock service areas with supplies such as coffee, food, tableware, and 

linens.
 Responsible for bank deposits on weekends.
 Managed staff and business when owners were absent.
 Completed all tasks that were handed down to me by owners..

Education

Diploma - 1998(Pine Forest High - Fayetteville, NC)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Miscellaneous Retail, 
Social Services and 
eating and drinking 
places.

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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