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Cundice Williums
t'ell (916) 968-8766

cancl icnr i 1 I ianrs720@ gntai 1. com

SUMMARY

1t20r2 - 912012

Deprepstlatccl cLrstonrcr se-r'ricc and leadership skills proriclirrg adrttirtistrative support rvith attention to

details riorking Lrnclcr pl'csslu'e in a first paced errr. ironnrent. Declicatccl problerrt solver alid teatl uember
qith a pgsitire iittitude. Prt-rllcient in Mict't-rsofi \\,rtrd. Poncr Pttirtt. [:rccl. Access. Outlook. Ty'pirlg45

\,\'PM. and l0 Ker .

PROFESSIONAL EXPERIENCE

CSt-S Sacramento, fJniversitv Enterprises' Sacl'arltetrto. CA
.ldministrulive Support und Server.fttr Cutering

. Pror ided adrrrinistrati\r- sLlllport to sLrpcrvisor includin-9. anstieliltg pltottes. resportding to

custr)nter"s needs- ancl fbllori -trp plione calls to cLtstott.tcl's.

. Organized operational details of lar,9e scalc catering events nitlt cLtstoltters to ettsltre accLlracy,

conrplete post erent inrentory'forrls and frling. rvhile Lrtilizing strottg ct-lstotrter service skills.
. Orsanized tearl of-servers to set r:p and breakdou,'tt eretrts ort tittte,

Crocker AI't !luseunt. Crocker Cafe. Sacratlretrttl. CA

Flouter (Hostess und Server)
. Pror ides custorner sen ice b1 grecting and seating cttsttrnters. clelivering fbod orders to tables.

retllling drinks and ensuring tables are properlr cleaned and set dLtrirrs br-rsittess hours and special

caterirtg e\ ents.
. Follon u1'r uitli cLrstonters to ensure qLralitl'product attd set'r'ice. Handles dissatisfied cttstotners to

rcsolr e contplaints and pror icle satisfhcticlrt.

81201I - Present

Plates Caf6 antl Catering, Sacrarttettto. C'A

Grnduute Volunteer Leurner, Front of'the House
. Pror ide adltiinistratire support for catering by'ansriering pholtes for orders altd booking events.

Problern solves and ensures accLtracl of caterirtg ordet's.

. Ansriers phones and takes reserrations bl'conrr.lrrrrticating prof'essiortally to eltsure high quality
custonter sen ice to gLrests rrrt the phorte arrd itt thc lacilitr.

. -f 
eanr L.cader in absertce of sLtperr ist-rl'.

o I-eacl Catcring C'aptain orerseeing service o1'food and drinl'.s dLrring cateriltg evetrts ofl-site and

during in horrsc catering erents including Guest Chel'Dirtrrers. ctisttt'irtg a proper set up, service

and break dou n lbr eaclr er ettt.
. -l'r'ains ne\\ rolunteer lcarners in the al'eas o1-server. cashicr'. lbod expeditor"artd caterirrg.
. Pror icle high clualitr custonier selvice in the areas o1'sct'ret'. hclstess. casltier artd expeditor.
. Cornrnunicates uith tearn rnenrber's on special cLrstonrer rteeds and takes initiative to maintain

efflcicrrt and higlr qualitr service to ensurc the best possiblc dining experieltce for all gLrests.

ll20ll - Present - {zr-a$*



Cundic'e Williunts, Puga 2

Auntie Anne's Pretzels, Sacratttento. CA 0212006 - 0712006

Crew'Leuder
. Prepared stt-rre 1'crr opening follou ing daill' procedtll'es.

. pr.t-rr icjecl exccllerrt cgstr)pter selr ice b1 ct-rnrnrtrnicatins \\ ith cttstittlters regarding orders.

cr'tt.t.t ntettts. altcl ctlrll p la i trts.

. F{ancllecl cash ancj creclit card transactiorrs. courrtecl rcceipts to balance tlle cash drawer and nlade

dailr bank deposits.
. t_tpltelcj staldar-ds of bakecl ltretzels to qualitl gLridelines. and health and safetv standards.

Ne5, York State Veterans Hospital, St. Albartes. NY 01/2005 - 10/2005

Fiscttl Administrutive Ass istrtrtt
. Accur.atelr hancllecl accounts parable recorcls. data en1rr. bookkeeping. filing. maintaining office

sLrpplics ecluipntcnt and distribLrted illcorlling rnail.
. Ansrierecl phortcs alici cJirccted calls.
. Lltilizecl l\,licrosofi Offrce progl'ants including Word arrd Erccl arlcl Outlook 3.

EDT]CATION

Prrrsgit of Social Science Degree. Sacranrento City College. Sacratnetrto. CA

GtrD. Bertiarriin Cardozo High School. Balside- NY

TECHNICAL SKILLS

pr.oflcient irr \{icrosofi \\'ord. Pouer Point. Access. ancl Outlottl...-l'1pirtg45 WPM. l0 Key

VOLUNTEE,R WORK

Sacrarnento Foocl Bank. KVIE PItone Bank. ancl St..lohn's Shelter for Wolrretl atld Children


