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. ANNA SZUFA

1785 Whittier St, Rahway, NJ 07065 | Cell: (347) 995 7699 | Email: annaszufal @gmail.com

EDUCATION:

Wroctaw University of Economics

Master degree in Marketing and Management, Graduated - December 2014
Secondary Technical School of Construction in Tarnobrzeg

Civil engineering technician- Architectural design, Graduated- 2009

PROFESSIONAL EXPERIENCE:

Pro Synergy —Physical Therapy Office Cranford, NJ

Office administrator- responsibility included: September 2018 — February 2019
e Answering the phones

¢ Scheduling patient appointments

e Ordering supplies

e  Verifying insurance benefits

e Performing and managing insurance authorizations

e  Assisting the billing with various duties

* Managing and tracking various company spreadsheets/reports
DMA Contracting INC New York, NY
Office Assistant January 2018- August 2018
Mikoma Electric LLC New York, NY
Cost Estimator July 2017- January 2018
Siemens Germany
Office Assistant - Logistics/Transportation January 2006-May 2008

SKILLS AND ADDITIONAL INFORMATION

Knowledge of MS Word, Excel, PowerPoint, and Adobe Acrobat
Auto-cad program

Language: English, polish, german

U.S. Citizen — Authorized to work in the U.S.
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Multiple Choice

é ?)6 Food is served on what side with what hand?

o

i

32 33 Food and drinks are removed on what side with what hand?

i

-

A

On the left side with the left hand

On the left side with the right hand
c) On the right side with the left hand
d) On the right side with the right hand

Drinks are served on what side with what hand?
a) On the left side with the left hand
@ On the left side with the right hand

c) On the right side with the left hand

d) On the right side with the right hand

a) On the left side with the left hand
% On the left side with the right hand

¢y On the right side with the left hand

d) On the right side with the right hand

)(1 What part of a glass should you handle at all times?

a) The stem

® The widest part of the glass
¢ Thetop

Neatly and evenly across the tables

b sﬁitéhen you are setting a dining room how should you set up your tablecloths?
e NG
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b)" The creases should all be going in the same directions
¢) The chairs should be centered and gently touching the table cloth
d) All of the above

&K If you bring the wrong entrée to a guest what should you do?
a) Go back into the kitchen and patiently wait in line behind the rest of the servers until it's your turn

Inform the guests that you will bring the correct entrée once everyone else in the dinning room is served
c) Try to convince the guests to eat what you brought them

d) Go back into the kitchen to the front of the line and inform the expeditor that you need a different entrée

Match the Correct Vocabulary

L Scullery

Queen Mary

‘A._ Metal buffet device used to keep food warm by heating it over
] warmed water
“B. Style of service where food is prepared or served individually at the
dinner table to fit the customer’s specific taste (i.e. providing dressing
N and pepper for salad or handing out bread to each patron)
C:_ Used to hold a large tray on the dining floor
dishware and glasses

Chaffing Dish

&2 French Passing

rays to be stored

&
ot A
e

Corkscrew 5
L Used to open bottles of wine
Tray Jack “G._Style of dining in which the courses come out one at a time
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Match the Number to the
Correct Vocabulary
/4 % Dinner Fork
Tea or Coffee Cup and Saucer
Dinner Knife
X Wine Glass (Red)
Salad Fork
: Service Plate
X Wine Glass (White)
; 0 Napkin
3 4 4 Bread Plate and Knife
% _A_ Name Place Card
& _A:L Teaspoon
_L% Dessert Fork
_(Q_ Soup Spoon
_6 Salad Plate
411;5 Water Glass
Fill in the Blank :
1. The utensils are placed f\ —\ 0 df) inch (es) from the edge of the table.
2. Coffee and Tea service should be accompanied by what extras? 1 %
3. Synchronized service is when: RN 9 QN Y Q. Q&L
4. What is generally indicated on the name placard other than the name? Nm )7.1' >
5. The Protein on a plate is typically served at what hour on the clock? [BN) m‘,ig (Q ‘og Im I< A
6. If a guest asks for a specialty dinner (i.e. Gluten-Free or Vegetarian) you should do what immediately?
e
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