ALICE SMITH

14734 NE 39th St #2004 / Los Angeles, CA / 98307 /  (xxx) xxx-xxxx  alicesmith@yahoo.com
EXPERIENCE


10/02 – Present 
HYATT REGENCY 

Executive Steward
· Managed entire Stewarding department

· Maintained payroll and food costs.

· Trained assistant manager and supervisor with no prior stewarding experience.

· Responsible for quarterly inventory of all china, glass and silver for all food and beverage areas of the hotel.

8/01 – 10/02

HYATT REGENCY 




Assistant Executive Steward

· Maintained par levels of all china, glassware, silverware, buffet enhancement items, i.e. platters, chaffers, utensils, for all operations departments of a full service hotel.

· Assisted kitchen in all banquet dish-ups; delivered all banquet food to appropriate functions in a timely manner, and assisted servers with disbursement of food.

· Handled scheduling for 10 employees, maintained payroll costs, and assisted in training programs for department.

4/01 – 8/01

HYATT REGENCY 




Assistant Outlet Manager

· Manage food and beverage services throughout the hotel including a full service restaurant, room service, cocktail lounge and sports bar.

· Handled menu planning, rollouts, restaurant maintenance, MICROS programming and assisted in advertising.

· Revenue exceeded over $1 million annually.
1/00 – 4/01

HYATT REGENCY


Assistant Banquet Manager


· Maintained and supervised a staff of over 50 servers

· Maintained service standards for all banquet functions within the hotel.

· Strong knowledge of banquets and stewarding including set-up, inventory control, staffing and training. Established contact with clients and insured satisfaction with all meeting rooms.

· Off premise catering experience including functions exceeding 200 people.
6/99-1/00

HYATT REGENCY 

Corporate Management Trainee 

· Completed six-month study of all operational aspects of a full service hotel.

SKILLS
Office 97, Excel 97, Word 97, PowerPoint 97, Adobe PageMaker, Adobe PhotoShop. 

EDUCATION

CALIFORNIA STATE UNIVERSITY, CHICO




Bachelor of Arts in Journalism, May 1999




Emphasis:  Public Relations  / Minor:  Tourism







