
Caitlin Maltbie
29 Sherwood Drive Aliso Viejo, 92656
Phone Number: 949.344.0988 Email: Caitlin.Maltbie@student.csulb.edu
	
EDUCATION
2012-2014	California State University, Long Beach (CSULB)		                   	                                Long Beach, CA				Bachelor of Arts, Sociology, May 2014
GPA: 4.0, President’s List (2012-2014) 

Curriculum Highlights: Child Abuse and Prevention; Social Inequality Among Race, Class, and Gender; Classical and Contemporary Sociological Theory; Quantitative Methods in Social Research; Criminology; Social Order and Change; Philosophy of Race, Gender and Ethnicity in American Law

2007-2011	Saddleback College 						                	              Mission Viejo, CA				Associates of Arts, Psychology, May 2011 

		Curriculum Highlights: Child Development, Abnormal Psychology, Social Psychology

VOLUNTEERISM AND LEADERSHIP
2014-		Innocence Matters Legal Investigation/Event Coordination Intern  		       	                          Torrance, CA	                         
Present	Conducts evidentiary investigations into cases involving the innocent; Transcribes audio tapes of witness testimony and interviews; Plans and coordinates fundraising and sponsorship events; 
		
2013-2014	Project Nur Founding President 					                                               Long Beach, CA
Founded CSULB chapter for Project Nur, an organization that promotes social justice.  As president, drafted the Constitution 
and necessary Bylaws; Appointed a faculty advisor and official members; Coordinated meetings and events; Facilitated 
elections and allocated economic resources. 
 
2011 -2012  	 Campaign Director/California Samaritan Foundation 			                           Laguna Niguel, CA	  
 Directed campaign to efficiently distribute meals to southern California shelters and raise funds for homeless shelters in southern California region.

EMPLOYMENT
2014-Present	Culinary Staffing Fine Dining Waitress	                       	         Various Locations in Los Angeles and Orange County
Currently serve part-time as a waitress for upscale, privately held events; Knowledge of fine dining service and terms; serving hors d’oeuvres, cocktails, full-plated entrees; Setting guest tables equipped with all dining utensils; Sweep service; Refilling beverages; Answering guest questions about menu items; Knowledge of dietary restrictions; Trained in proper dining and serving etiquette; Clearing tables after guests finish meals.
2011-2013	Papa John’s Delivery Driver/Cashier		        	    	     		            	                   Mission Viejo, CA
Over a year experience  as a delivery driver with a clean driving record; prepared food products (such as cutting up vegetables for toppings); Took phone and online orders successfully; Created customized and original pizzas; Packed pizzas and related products to deliver to customer’s premises; Collected cash and coupons from customers and 
received signatures with necessary verification of ID from credit card account; Dealt with customer complaints.

2009-2010	Rossmoor Towers Ballroom Waitress				                                                      Laguna Woods, CA
Waitress in an upscale ballroom restaurant at a Senior living facility; Welcomed guests; Demonstrated menu knowledge; Answered guest questions; Described featured dishes; Took beverage and entrée orders; refilled drinks; Brought out dish orders to customers; Handled complaints from guests; Ensured guest satisfaction; Trained in Aloha software.

2007-2009	Private Party Hostess/Bartender			       	  Various Locations in Orange County, CA and Las Vegas, NV
Planned private gatherings for client including: booking venues; creating food and drink menu; ordering necessary food and materials; designating tasks to private aid; 


SKILLS
Food Handling Certificate (2014); Proficient in Microsoft Office programs (Word, Excel, PowerPoint); Ability to work with several operating systems, including Windows and Mac OSX; Ability to multi-task and meet deadlines without sacrificing efficiency.

REFERENCES AVAILABLE UPON REQUEST

