Job information sheet
Personal information

Ella Jones

31, The Street, The Town, The City, N1 2NW

01234 567890 / 0771 5123456

ellajones@gmail.com
www.ellajones.com
Full clean driving licence 

Work experience

Restaurant Manager – Angela’s Kitchen, West Bromwich – February 2009 – Date

Full responsibility for the business performance of the restaurant.

Analysing and planning restaurant sales levels and profitability.

Organising marketing activities, such as promotional events and discount schemes.

Preparing reports at the end of the shift/week, including staff control, food control and sales.

Creating and executing plans for department sales, profit and staff development.

Setting budgets and/or agreeing them with senior management.

Planning and coordinating menus.

Front of House – Jerry’s Diner, Shoreditch – October 2007 – January 2009

Coordinating the entire operation of the restaurant during scheduled shifts.

Managing staff and providing them with feedback.

Responding to customer complaints.

Ensuring that all employees adhere to the company's uniform standards.

Meeting and greeting customers and organising table reservations.

Advising customers on menu and wine choice.

Recruiting, training and motivating staff.

Organising and supervising the shifts of kitchen, waiting and cleaning staff.

Hostess – Jerry’s Diner, Shoreditch – May 2005 – September 2007

Greeting guests, allocating seating, ensuring guests are enjoying their stay, planning organising and hosting functions.

Waitress - Jerry’s Diner, Shoreditch - Mar 2003 – Apr 2005

Taking orders and serve food and drinks to visitors, taking payments, keeping dining area tidy and clean.
Housekeeper – Annie’s Parlour, Balfour – Feb 2001 – Sept 2001

Maintaining high standards of quality control, hygiene, and health and safety.

Checking stock levels and ordering supplies.

Preparing cash drawers and providing petty cash as required.

Helping in any area of the restaurant when circumstances dictate.

Cleaner – Mac’s Fish and Chips, Shoreditch – Jan 1999 – Jan 2001
Keeping the kitchen and restaurant clean and tidy.

Education

City and Guilds Diploma in Hospitality Management (2013 – 2015)
Award in Hospitality Supervision and Leadership Principles (2011 – 2013)
BTA Centre (Bellis Training & Asses Centre), Birmingham

Training courses

City and Guilds Short Course in Customer Service (2015)
BTA Centre (Bellis Training & Asses Centre), Birmingham

Level 1 Award in Bookkeeping (QCF) 601/0470/3 (2015)
Level 2 Certificate in Bookkeeping (QCF) 601/0730/3 (2014)
Level 3 Certificate in Bookkeeping (QCF) 601/0731/5 (2013)
International Association of Book-Keepers – Distance Learning
Professional memberships

None

Hard skills

Experienced bookkeeper 
Competent with Microsoft Word, Excel and Powerpoint

Good understanding of health and safety law in catering and hospitality context

Experience with several restaurant management systems including Revel, MaitreD POS, Enterprise and BPA Restaurant Professional.
References

To follow.
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