Ian P. Boatwright

27211 Sleepy Hollow Ave Apt. 204
Hayward, CA 94545
(510) 423-1587
510medic.ian@gmail.com
ORGANIZATIONS: Elks club, N.F.L. (National Forensics League), American Heart Association, Laney culinary club. 
WORK EXPERIENCE: 

02/2009-Present         Acrobat Outsourcing                                          (San Francisco/Sacramento, CA)        

Chef/Waiter/Dishwasher
* Working for different companies I worked as a sous chef in particular preparing meals for 1600 students, I worked at various locations as a busboy and waiter in addition to working as a sous chef, serving high volumes of customers and multitasking while applying learned serving and chef skills in a fine dining setting. I have worked for Hagin Oaks Golf Course the S.F. 49ers, S.F. Giants, private catering companies like Bon Appétit, and other four star black tie events throughout the greater Sacramento and Bay Area for such corporations as Google, Stanford University and the Rotunda restaurant at Niemen Marcus.     

05/2007-09/2008         Broad Vision Inc.                                                   (Redwood City, CA)          

Administrative Assistant

* Regularly I would respond to high volumes of incoming calls while scheduling meetings, mail disbursement, shipping via FedEx, UPS and DHL in addition to the arrangement of classified documentation, and for the CEO I arranged various company activities. 

* Effectively communicating daily with Investors and Personnel in house and off site via phone and email
* Using Microsoft Outlook, Excel, V.O.I.P, SKYPE, Adobe Acrobat 7.0 

08/2005-04/2007         Space System's Loral                                        (Palo Alto, CA)
Senior Dispatcher/E.R.T. Coordinator
* Respond to and facilitate the resolution of fire, hazardous materials, medical emergencies and general requests    while communicating with peers/subordinates.

* Answering all business calls in an efficient and professional manner 

* Ensuring that file maintenance and on site medical supplies and associated records are kept current and reporting erroneous information to supervisors as well as responding to minor medical issues from staff.

02/2000-07/2005         Port of Oakland                                                  (Oakland, CA)        

Telephone Operator 

* Relay incoming, outgoing, and inner airport calls on a telecommunications/paging system while assisting with airport terminal information, including but not limited to real-time flight information  

Special Skills:  HTML, alpha/numeric and terminal digit filing, medical terminology, faxing, customer service, proficiency in Microsoft Office, Windows Vista, Atlas, Adobe Software, Typing speed-55 wpm, experience in leading cross-functional teams, office management, disaster mitigation, investor relations, Point Of Sale operation, CPR/First Aid, First Aid Instructor, emergency response, postage meter/mail room and kitchen experience. Grill station, salad station, prep cook, meat carving station, deep fryer, sushi, sous chef, dish washing, fine dining table service.  Serve Safe certified National Restaurant Association standards Certificate # 211732 exp. 4/4/2014. 

Education
Present                        Laney College/ Culinary Arts 


                   (Oakland, CA)

09/1994-06/1998        James Logan High School                                                     (Union City, CA)                                                              

09/1998-06/2000       C.S.U. East Bay/Mass Communication                               (Hayward, CA)   

[image: image1.png]



