	Office Manager Resume


	Desired Industry: Restaurant/Bar/Club/Food/Beverages

	SpiderID: 23213

	Desired Job Location: St. Louis, Missouri

	Date Posted: 11/2/2008

	Type of Position: Full-Time Permanent

	Availability Date:

	Desired Wage:

	
		U.S. Work Authorization: Yes

	Job Level: Experienced with over 2 years experience

	Willing to Travel: No

	Highest Degree Attained: Bachelors

	Willing to Relocate: No


	

Experience:
The Cheesecake Factory 08/05 - Present
Operational Support Technician

• Operational Support Technician – provide administrative support for all operations of the restaurant. Processed invoices and daily balancing. Completed new hire packets as well as termination paperwork. Processed employee benefits. Completed payroll spreadsheets. Responsible for managing confidential material. Maintained office equipment.
• Made follow-up phone calls to resolve issues with vendors and restaurant clientele.
• Designated Trainer – train new servers. 
• Updated multiple spreadsheets. Coordinated meetings, scheduled travel and appointments.
• Linda Candiotti team member of the month, March 2006.
• Proficient in MS Word, Excel, Outlook and PowerPoint, skilled in the use of MS Access



Special School District 10/03 – 06/05
Teacher Assistant
• Provided support to teachers in the classroom.
• Developed and taught a variety of lesson plans.
• Worked with students on individual basis to improve skills.
• Maintained documentation of students’ progress.
• Identify and resolve issues in the classroom.
• Managed daily activities.
• Taught teachers’ lesson plans.
• Proficient in MS Word, Excel, Outlook and PowerPoint, skilled in the use of MS Access


The Gatesworth 11/04 – 11/05
Security
• Provide security for an upscale retirement facility.
• Front desk responsibilities including answering phones, filing, and coordination of available services with residents and their guests.
• Identify, document, and resolve security issues.
• Resident and guest relations.

Layton’s Restaurant 05/95 – 06/04
Restaurant Management
• Managed the daily operations of the restaurant.
• Processed and printed invoices. Identified issues with rollouts. Maintained office equipment. 
• Identify, document, and resolve issues with restaurant operations, new product rollouts and clientele.
• Maintained and updated menu, restaurant database, and often computer software when necessary.
• Train and supervise staff. Conduct new employee orientations.
• Created and processed routine, as well as, ad-hoc reports and memos. 
• Scheduling, documentation, deposits, invoicing, ordering, computer maintenance, and customer service.
• Updated multiple spreadsheets. Coordinated meetings, scheduled travel and appointments.
• Made follow-up phone calls to resolve any issues with vendors and restaurant clientele.
• Proficient in MS Word, Excel, Outlook and PowerPoint, skilled in the use of MS Access


Education:
Bachelor of Science in Social Work
Harding University


Skills:
• Excellent communication and organizational skills.
• Ability to work in a fast paced environment with a professional image.
• Experienced in maintaining calendars and coordinating meetings.
• Professional use of MS Word, Excel, Access, PowerPoint and Outlook.
• Exceptional coordination experience in maintaining calendars, scheduling meetings and preparing reports


	


