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Objectives
To obtain a position with managerial responsibilities, expand knowledge, gain an opportunity of personal growth along with the ability to show excellence in the eye of the consumer.  
Experience
JANRUARY 2014 – Present |Guest Relation/VIP Manager 
Fig & Olive | Newport Beach, CA
· Floor management: Always present during service hours for FOH staff while coordinating with BOH to ensure the highest level of guest satisfaction of food and service for the guest.  Touching every table to ensure guest satisfaction.  Solving issues or guest related problems immediately. Creating reservation strategies for the Lounge area to include VIP’s and non VIP’s. 
· Administrative management: Scheduling staff through Hot Schedules systems, daily schedule confirmations, hiring new staff, write-ups, training all new staff, entering in invoices, ordering inventory for BOF, FOH and retail products.  Following all operational protocols for labor adherence, COGS, Comps, and over all sales. 
· Guest Relations: Creating lasting relationships and communicating with all guests, and VIP’s to ensure guest satisfaction and repeat business. Maintained a Guest Relation Log of feed back through social media, OT, Venga and Yelp. Created a Win Back campaign to raise negative reviews. 

MAY 2007 – Present |President/Creator 
Red Door Events | Irvine, CA
· Created custom, bespoke events building relationships with vendors but foremost anticipating the needs and desires of the client to ensure a most successful event with every attention to detail. 
· Increased event sales through direct business development, corporate and public negotiations, social media, trade shows and networking events. 
· Used sales forecasting and strategic planning to ensure profitability of services, analyzing business developments and monitoring market trends.
· Created custom events through market research, analysis, forecasting and product conception.

JULY 2010 – JULY 2012| Private Dining/Special Events Manager
St. Regis Resort and Spa| Monarch Beach, CA 

· Creating a Bespoke experience for the guest at a 5 Star, 5 Diamond level of detail and quality.
· Overseeing all operational aspects of private banquets, events, business gatherings, social meetings and other member related activities.
· Completed all administrative and operational aspects of preparing and serving private events. 
· Creating a lasting relationship and communicating with multiple vendors to ensure success for private events: Private Dinners, Weddings Ceremonies, Business Gatherings, Birthday Parties, Presentations etc.
· Continuously expanding knowledge with Culinary trends and Wine and Spirits. 
· Developed marketing campaigns to promote fine dining and special events.
· Ensuring goals are met at more than $2,000,000 annual sales for private dining.
SEPTEMBER 2008 – JULY 2010| Private Dining/Special Events Manager
Encore Resort and Spa| Las Vegas, NV
· Creating a custom experience for the guest at a 5 Star, 5 Diamond level of detail and quality.
· Overseeing all operational, and managerial, details of private banquets, events, and business gatherings etc.
· Completed all administrative and operational aspects of preparing and serving private events. 
· Creating a lasting relationship and communicating with all hotel vendors to ensure successful events: Private Dinners, Business Gatherings, Birthday Parties etc.
· Completed marketing and PR campaigns to promote fine dining and special events.
· Ensuring goals are met at more than $15,000,000 annual sales for private dining.
· Continuously expanding knowledge with culinary trends and Wine and Spirits. 
· Opened Encore Hotel from day one (December 2008): Hired select staff and trained a quality team to ensure 5 Star, 5 Diamond quality throughout all Private Dining Events. 

FEBRUARY 2005 – JUNE 2008| Office Manager
Stanley A. Chang D.D.S | Newport Beach, CA
· Overseeing more than $1,250,000 in production per annual year with increased goals of more than 20% from the previous year.
· Taking care of all financial responsibilities that are required to run a million dollar practice: AR, payroll, all bills, rent, taxes, utilities, hiring/firing/training staff, Dr.’s personal financial obligations, etc.
· Submitting all claims and pre-authorizations to insurance companies (PPO)
· Maintaining a healthy unity between 11 employees ensuring an increasing goal of at least $100,000 per month.
· Managing a highly active advertisement program to bring in new patients and families.

Computer Knowledge
· Microsoft Word, Outlook, Power Point, Excel, Publisher, Photo Shop
· Quick Books/Quicken, 
· Online Applications/Google Docs, Social Media
· Micros, Open Table, Avero, Venga, Compeat, Paylocity, Hot Schedules
· 77 wpm , 10key
Education
2000 |Woodbridge High School Irvine, CA
· Graduated
2003 |University of California Irvine, Irvine, CA 
· Bachelors of Science, Economics
· Minor, Performing Arts
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