
Robert Smith 
Asst. Night Manager

PERSONAL STATEMENT

Enthusiastic, dependable, self-motivated, detail oriented with strong work 
ethics. I am seeking to participate in a secure company where I can be a 
great asset. Accustomed to working in a fast pace environment and under 
deadline pressure, at the same time establish access to become a more 
accomplished and successful individual. Successful Accomplishments 
Welding Certification, Metal Fabrication. Air-frame and Power Plant 
Mechanic.

WORK EXPERIENCE

Asst. Night Manager
ABC Corporation -   April 2012 – December 2014 

Responsibilities:

 Greet and check guests in and out in a timely and courteous manner.
 Install guest reservations and send confirmation Ensure reservations are

taken correctly and courteously.
 Address and resolve customer needs and complaints Ensure compliance

of safety and security standards.
 Run the night audit process through the SMS system of the resort.
 Complete the nightly audit of the resort through the SMS system.
 Verify and swipe credit cards for authorization using electronic 

acceptance methods.
 Handle cash, make change and balance an assigned house bank.

Night Manager
ABC Corporation -   2008 – 2012 

Responsibilities:

 Working the freight that came on trucks, helping the Carry out associate
face the shelves and bring in new product, also as the night manager i 
would be helping the cashier at times, and making sure they get their 
breaks in.

 Locking up the store on my own with a cashier, after counting the days 
money and inputing it into the safe.

 also making sure the store is completely locked down when leaving at 
night.

 Being able to start my leadership skills.
 and help running the Grocery store efficiently at night.
 Skills Used Multi tasking, Knowledge of multiple departments and being 

able to preform the basic tasks for them to complete the tasks or to at 
least help complete the on hand tasks for the day.

 Also Responsibility making sure everything was locked up and put away 
at night before locking the store up, also being a key holder.

Education

Certificate of Completion - June 2003(Tongue Point Job Corps 
Center/Clatsop Community College - Astoria, OR)
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CONTACT DETAILS

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

SKILLS

Microsoft Office, Account
Management, Inventory 
Management, Data 
Entry, Cashier.

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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