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Seeking a position in an office environment, where there is a need for a variety of 
office management tasks including - computer knowledge, organizational abilities, 
business intelligence, and database program use.

EXPERIENCE

Food And Nutrition Assistant
ABC Corporation - 1999 – 2001

 Responsible for overall kitchen operations, including the purchasing 
and storage of food, kitchen supplies and equipment for twelve sites 
and oversee the maintenance of all kitchen equipment.

 Provide and arrange coverage for eight sites in the absence of regular
kitchen staff.

 Implemented and supervised the Child and Adult Care Food Program 
in accordance with NYS Health Department and Head Start 
Performance Standards regulations.

 Develop and maintain an effective record keeping system for 
Nutrition component, such as meal counts, and production records.

 Maintain records as required by the Child and Adult Care Food 
Program (CACFP).

 Responsible for nine nutrition staff members, ensuring that all special 
dietary requirements, menus, meal counts and meal preparations are 
according to the CACFP.

 Cooked for Calvary Head Start for five classrooms, two double 
sessions.

Nutrition Assistant 
Lakewood Health System Senior Center - 1995 – 1999

 Served, fed, and helped with residents in the Memory Care wing.
 Ive been told I do above and beyond my job and interact with the 

residents more than the other workers in my position and that they 
greatly appreciate my extra help I give.

 Skills Used When speaking with the residents I bend down to their 
level.

 Ask them if I can help them before I do anything like putting on their 
Cover Ups, or taking it off, or helping them eat and such things 
comparable to their needs during breakfast and lunch.

 Make sure the residents are using their walkers if that is required of 
them due to not falling and if they do not have their walker I find it 
and make sure I talk to them in a way that they would not get upset 
but they take walker and use it because they need it.

 Make sure they are spoken to in a healthy, respective, and most 
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important compassionate way.
 If I see an argument might start with some of the residents or are 

getting agitated I contact a CNA or RN and they come and calm the 
situation down so nothing gets out of hand..

EDUCATION

 High School Diploma - 1978(Utica Free Academy)

SKILLS

Maintenance, Computer Hardware, Customer Service.
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