PROEILE:

(650) §34-0345
Marthasandino31@yahoo.com

Highly skilled customer service professional with significant administrative experience working within Forbes
100 caiiber companies. Proven ability to take initiative, meet deadlines, use diplomacy and sound judgement
and work under pressure in a fast paced environment.

EDUCATION:

e LIBERTY ADULT EDUCATION, Brentwood, CA ' 2014
o Medical Receptionist Course '

- Customer Relationis, Communication, and Business Machmes

& [Vledlsoft Patient Accounting and Billing Software
= Medical Termmology &
Typing Certificate 48wpm '

@ HEALD COLLEGE, San Francrsco, Ca 1989
o Business Administration

Typing, filing, 10key
= Business communications
= Business English/Business Math

SKILLS AND QUALIFICATIONS:

e Excelient Customer Service skills o Knowledge of HIPPA Laws and
e Bilingual skills — Spanish/English Standards
@  Accurate record keeping ancﬁ data entry o Effective problem soiving and conflict
skills resolution skills
e Demonstrated refiability s Able to work independently
o Excellent Attendance Award ®  Able to organize, prioritize, and
e  CPR/AED/First-Aid Certified _ efficlently complete a variety of tasks B

EMPLOYMENT EXPERIENCE:
2011~ present CULINARY STAFEING OF AMERICA, Visalia, CA

20002011

1998-1999

1989 - 1995

. Contacted stock market clients to set up appointments, provided information and

Food Service

PITNEY BOWES, San Francisco, CA

Customer Service Representative .
Provided business services to contracted clients. Processed shipping/recelving of -

merchandise via FedEx, UPS, DHL and other gvernight delivery companies. Performed

data entry and word processing tasks utilizing MSWord. Communicated effectively with

all levels of staff, executives and stakehalders in person and in writing.

JOMN HANCOCK LIFE INSURANCE, San Mateo, CA =
Administrative Assistant

updates, via phone and in writing. Maintained accurate paper and electronic records. -
SAN FRANCISCO PARATRANSIT - CERENIO MANAGEMENT GROUP, San Francisco, CA o
Administrative Assistant _
Processed applications for the Paratransit program of San Francisco. Assisted seniors
and persons with disabilities with inguiries and problem solving. Reconciled ledger of
daily account and closing activities.
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_ServersTest . } Score 20/ 35
d. ¥ Foodis served on what side with what hand?

—~7
/ (bp On the left side with the left hand - : R -
‘ ) Onthe left side with the____r_l_ght hend S S e ?,4 %
c) Onthe right side with the left _hahd R ' ST ‘
d} Ontheright side‘with the ri'ght hand

Muﬂtnpﬂe ‘Ch@uee

b /’t/)' Drinks are served on what S|de with what hand? EE
a) - Onthe left side with the left hand '
b) Ontheleft srde‘wath the nght hand

(® A Foodand r;irlnks are rerne\red o.n wha W|th whet:han-d?i".‘ g

c) On the nght sude with the Ieft hand‘
Cﬂ) On the right side with the rlght hand

CI/ 4) What part of a glass shou!d you handle at aII tlmes?

a) The stem : .
b) The widest part of the glass .

c) Thetop :

d« 5} Whenvyou are settrng a dlning room how should you set up your tablecloths‘r’
a) Neatly and evenly across ‘the tables T

b) The creases should all be going in the same directrons :

c) The chairs shoutd be centered and gently touching the table ctoth

d) - All of the above :

d 6) If you brlng the wrong entrée. to a guest what should you do? .

a} Gobackinto ‘the krtchen and patientiy wait in fine behind the rest of the servers until #’s your turn - _ B
b) nform the: guests that you will bring the correct entrée once everyone else { m the dinning room is served o

¢}  Try to convince the guests to eat what you brought therh

d) Go backinto the kitchen fo the front of the line and inform the expedltor that you néed a different entrée

Match the Correct Vecaf%bin‘iarv

L Scullery : A.  Metal buffet dewce used to keep food warm bv heat:ng it over

E E'Queen Mary . warrned water

Ily at the

. B. Style of service where food is prepared or serve individ
&’:-:Cha'ffingbish Lo " dinner table to fit the customer’s specific taste (i.e. providing dressing - S
Lo and pepper for salad or handmg out bread to each patron) . .
ﬁ. French Passing ... €. 'Used to hold a large tray on the dining floor e : '
A e ' D. . Areafor d:rty dishware and glasses. .- . : R - o
T - Russlan Service - - -  E.large metal she[\nng unrt for prepared food to be heid or for drrty
f ' -Corkscrew © 7 trays 1o be'stored : ;
. o S “F. . .Used to open bottles ofwine .. . -
Tray Jack G. Style of dmmg in whlch the courses come out one at atime i
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Seﬁ“vers "H‘@g‘& Score /35

Napkin ' Dmner Fork

__3
Bread Plate and Knife __:_5- Tea or Coffee CUp and Saucer
- Name Place Card . o0 ‘_l__£__"'l_"Dmner Kmfe :‘
----::Teaspoon e e Z__.B_  Wine ( GlaSS(Red)
) _Dessert Fork ) ‘ __?_ _'Salad Fork o
ivd

Serwce Plate

" 'Soup Spoon
/S siadPlate 3

' 02/ ‘Water Glass

Wine Glass (White)

oA inch (es) from'the edgs of the table. _
2. C _ ervi ét&ﬁ—&— EREN T o -
AL .Svnchromzed service is when i 7’9"%"{9_/" ﬂ/ﬁ* \%QAW ——— ' o
4 5. What is generally :ncllcated on the name placard other than the name? e u. _
/K The Protem ona plate is Wplcally served at what hour on the clock? ) (e I

6. If a guest asks for a spemalty d;nner (| . GIuten Free or Vegetanan) you should do what ;mmedlately‘-’

_LVl‘ﬂLa—'LW)- ‘TLA_L K-:ﬁc.a L
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Cashier Test. -

Score /15

1)  Aroll of quarters is worth?
a} $5.00
$10.00
¢) $15.00
d) $20.00

2)  Aroll of dimes is worth?
$5.00
$4.00
c) $3.00
d) 52.00

: oII of.nickels is worth?
$8 00
$6.00

c) $4.00 :
d} $2.00 :
¥ oll.of pennies is worth'v’

$1.00
. .b} s075
o %050 _
C S d) e
- { What does POS stand for? -
- Patience over standards
b) } Percentage of sales =

¢) Point of sales
d) People over service

[#]
6). What is the current sales tax rate in your city /‘? ?

&%,

7) A customer buys a bowl of soup for $1.25, an apple $0.90 and a soda is $0.79. If you are given® $10.00 how much change shoul

S you give back?
a) $4.06
b) $2.06
(< $7.06
d} $5 06

8) A customer buys two shirts for 10.50 each and two ball caps for $7.25 each. Ifyou are glven SSO 00 how much change should

— you give back?

a) $19.50
$14.50
$9.50

d) $4.50

9) A customer buys soda for $3.75 and a hot dog for $4.25. if you are given $20.00 how much change should you give back?

—_ } $6.00
o)/ $8.00
c) $10.00
d) $12.00

10} A customer buys two hamburgers at $3.75 each, two bags of chips at $1.25 each, two cookies at $2.50 each and two sodas at

53 25 each, If you are given 5100 00 how much change should you give back?
$78.50
558.50
c) $38.50
~ d) $28.50

TEST Cashier (201'3.0’7."31
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Cashier Test Score /15
bc @ tpens should be used on which three denominations?
? 520, .

50, $100
b} $10,$20, $50
c) $5,$50, $100
d) $10, 520, $50

&‘4 How many times should you count change when giving it to the customer?

a} one
h} two y
c) three . & *"?‘
d) noneed to count L _ h._ﬁi% ;
i b 4
Question & Answer: .
13} What is the minimum age for legal alcohol purchases? = / _ . SO e W . }

14) What are the acceptable forms of ID for alcohol purchases? C,rm V. oA 5 7%&1’:2- _L _D D/u'./wu <. «Q(.:;%S—-Q

0 EGPO /
{) How many $20 bills are in a bank band? : ' _ S ‘ : /J 17) “"‘"“g

o




