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Objective: 
To obtain my first job as a receptionist that preforms basic office tasks and ensures the guests are prioritized.
Highlights of Skills and Qualifications 
Soft Skills
· Over 18 years of customer service experience in retail and the fast-food industry 
· Dedicated to customer satisfaction and able to work with diverse populations 
· Able to work independently and as a member of a team
· Great communication/customer service skills
· Able and willing to learn new skills to be an asset at a workplace
· Punctual, organized and honest 
· Able to follow instructions 
Hard Skills
· Computer skills: MS Word, Excel, Outlook, PowerPoint
· QuickBooks, accounting
· Filing, Data entry, Bookkeeping
· Food safety and cleanliness procedures
· Receiving/merchandising
· Planograms

Work Experience 

Key Holder/Sales Associate, Rexall Pharma Plus, Ottawa, ON                                                                      May 2018-Present 
· Greet customers and direct to items sought for purchase 
· Answer any questions, regarding products or services Rexall provides
· Process customers items using electronic register, promptly and accurately using a script to upsell products offered by our sponsors
· Follow company policies and guidelines 
· Assist customers with finding products  for purchase and help address any concerns guests may have
· Stock shelves, front and face
· Planograms

Sandwich Artist, Subway, Ottawa, ON                                                                                                               Apr.2015- May. 2017
· Greeted customers and answered menu items questions 
· Create sandwiches based on customer orders and store guidelines
· Prepare copious amounts of food without over prepping 
· Keep work areas and dining areas clean and sanitary
· Ring in sales accurately while promoting other products in store

Brand Ambassador, Mosaic Canada, Ottawa, ON                                                                                           Nov. 2015- May.2016
· Train and schedule yourself online using natural insight for specific jobs and locations
· Go to location set up workstation according to the needs of the demo [changes from each work experience]
· Ensure food safety and quality of product so the sampling process is a success for the consumer
· Upsell product based on product guidelines 
· Assist customers with finding  the product for purchase

Hot Food Worker, Loblaws Great Food Store, Ottawa, ON                                                                             Feb. 2015-Apr. 2015
· Prepare all food items as needed [using deep fryer, oven, sharp knives] following food safety guidelines
· Serve customers as needed to the best of my ability
· Use store lists to complete daily tasks, learn planograms and food codes, documenting food usage
· Keeping department front clean and tidy
· Restocking shelves with needed items

Sales Associate 711 Gas and Convenience Store , Waterloo, ON                                                                 Jan. 2013- Dec. 2014
· Supervised and assisted with the use of gas pumps 
· Using a cash, register rang through orders appropriately Maximizing each sale opportunity
· Used caution with the sale of age restricted items
· Performed basic and deep cleaning duties
· Managed the Grill, Made Nachos and Candy cups
· Assisted management with the placing of weekly store orders
· Fronted and faced store shelves as needed

Manager, Quiznos’s Sub, Waterloo Ontario                                                                                                      Oct. 2006- Oct. 2014
· Prepared Sandwiches as per order
· Using a cash, register rang through orders appropriately Maximizing each sale opportunity
· Performed basic and deep cleaning duties
· Performed supervisory duties: Bank runs, Key holder: opening and closing store 
· Performed manager duties: Placed store orders, sent sales reports, Hired and fired staff as needed, trained new employees, Organized employees for optimal outcome and customer satisfaction, made weekly store schedules, ensured proper braggers were up on time for new promotions, Handled customer complaints


Education
Office Administration,
Algonquin College, Ottawa, ON, January 2024-Currently

Ontario Secondary School Diploma, Graduate of Eastwood Collegiate Institute, Kitchener, ON                                       2006
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