Jessica Woodward
14653 Magnolia Blvd 
Sherman Oaks, CA 91403
(818) 302-9162
J.woody31593@gmail.com
Objective: To obtain a position where my proven customer service and client retention skill base can be utilized and challenged in a fast paced environment.
Core Competencies

· Complaint Management
· Quality Assurance 
· Team player to ensure efficient company operations
· Continued Professional Development
· Conflict Resolution
Work Experience/Background  
Acrobat Outsourcing Banquet Server Hollywood, CA
January 2012-current

· Set banquet rooms and halls as per instructions of the event manager

· Fill glasses with water before guests arrive and refill them during the course of the even

· Carry food trays to the tables

· Anticipate guests’ needs continually and fulfill them appropriately

· Adapt to changing client requests as necessary
The Crabby Crab Server Sherman Oaks, CA 

April 2013-January 2016

· Attend to customers’ needs in a timely manner

· Explain unique menu aspects tailored to clientele

· Bus tables as necessary

· Cash handling

· POS operation 

· Maintaining cleanliness of restaurant

Law Offices of Mark Daniel Melnick

June 2014-current

· Arranging for the delivery of legal paperwork 
· Schedule hearings both telephonically and in-person

· Scheduling, coordinating and confirming court dates, appointments, and meetings
· Conducting research in legal matters
· Maintain calendars and schedules for a number of attorneys
· Develop and maintain a comprehensive and organized billing system

