
Robert Smith
Asst. Head Waitress

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

To secure a position with a well-established organization with a stable environment that will lead 
to a lasting relationship in the field of Administration. To obtain a career that will enable the use of
my strong organizational skills, Microsoft expertise, and ability to multitask.

SKILLS

Microsoft Excel, SAP, Sharepoint, Outlook, Cash Register, Credit/Debit Payments, Phone Skills, 
Customer Service.

WORK EXPERIENCE

Asst. Head Waitress
ABC Corporation  December 2010 – May 2011 
 Check with customers to ensure that they are enjoying their meals and take action to correct 

any problems.
 Write patrons food orders on order slips, memorize orders, or enter orders into computers for 

transmittal to kitchen staff.
 Prepare checks that itemize and total meal costs and sales taxes.
 Serve food or beverages to patrons, and prepare or serve specialty dishes at tables as 

required.
 Present menus to patrons and answer questions about menu items, making recommendations

upon request.
 Clean tables or counters after patrons have finished dining.
 Roll silverware, set up food stations or set up dining areas to prepare for the next shift or for 

large parties.

Head Waitress
ABC Corporation  2005 – 2010 
 Compile and balance cash receipts at the end of the day or shift.
 Check patrons identification to ensure that they meet minimum age requirements for 

consumption of alcoholic beverages.
 Collect payments from customers.
 Write patrons food orders on order slips, memorize orders, or enter orders into computers for 

transmittal to kitchen staff.
 Serve food or beverages to patrons, and prepare or serve specialty dishes at tables as 

required.
 Prepare checks that itemize and total meal costs and sales taxes.
 Present menus to patrons and answer questions about menu items, making recommendations

upon request..

EDUCATION

High School Diploma - (HARDIN COUNTY HIGH SCHOOL - Elizabethtown, KY)
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