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[bookmark: _Toc500943471][bookmark: _Toc62744981]Section 1: Knowing how to identify development needs



1.1 [bookmark: _Toc500943472][bookmark: _Toc62744982]Identify learning styles for myself and another team member

To be able to identify my own or another person’s way of learning. I have three questionnaires that will be able to help me find personal styles of learning, this can help me or someone else understand our own ways of learning. And help make it easier.
The three questionnaires are “VARK”, Honey and Mumford and DANTEC. 
The VARK questionnaire was written by Fleming,N.D and Mills, C.(1992) and helps you find your best way of learning by suggesting strategies you should be using to help you further your studies. The four strategies are, Visual, Aural, Read/write and kinaesthetic.
After taking part in “VARK” questionnaire my results from this told me that I am the type that uses a few different ways of learning. Which are Visual, Aural and Kinaesthetic. I do like to see things visually as this helps me understand more when learning new roles. I do like to listen to demonstrations and instructions as this can sometimes help to see things more clearly and helps the mind understand more by seeing things physically while listening can make more sense to me. (See Appendix A)
I completed the same questionnaire for another member of my team. Her results came out the same as me. Visual, Aural and Kinaesthetic. Even though we work in different ways in our job and sometimes had different views on how things should be done or change we scored similar scores which was quite surprising for us both. 
Honey and Mumford (1986) designed this questionnaire to help you find your preferred learning style, they identified four distinct learning styles, Activist, Theorist, Pragmatist and Reflector.
I filled out the Honey and Mumford questionnaire. My results came back to me being a reflector. This made sense to me as I’m the kind that likes to sit back and observe situations and take my time not to rush into things so that I get things right and learn what I can first to give me a better understanding. I also like to watch and listen to other people’s views. Whether they be positive or negative I like to listen to what they have to say before making my own decisions or speaking out. Sometimes I have things in my mind to say in group discussions but do not always speak out first and wait for others to speak out. this is to do with lack of confidence. Which is something I need to work on.
Honey and Mumford (1986) said. “Reflectors are much better at listening and observing. They are effective at reflecting on their own and others’ experience and good at analysing what happened and why. In terms of the learning cycle, reflectors are seen as those who perform well in the ‘MONITOR’ role above all else.”

I also filled out the same questionnaire for another team member. Her results came back that she was an Activist. Which after discussing this with her we agreed this was true as she is the kind to try any kind of challenge without hesitation or thinking into something and diving in headfirst to give anything a try. And always the first to perform roleplay in any team group meetings. This makes a lot of sense to me because she is always full of confidence.
Honey and Mumford (1986) said this about “Activists learn best from ‘having a go’ and trying something out without necessarily preparing. They will be enthusiastic about role-play exercises and keen to take risks in the real environment. Activists are considered as those most keen to ‘DO’ in terms of the learning cycle.”
Dantec learning styles (2006)
The last questionnaire I took was Dantec. This told me that I am the type that likes to use my own method of learning style. This helps avoid mistakes being made from using your own preferred way of learning. Jumping in headfirst is not my preferred style of learning.
I also took the Dantec questionnaire for another team member and on this one we both came up the same. She has her own way of learning and doing what she thinks is right at the time. After discussing this with her we both agreed this was true. ( see appendix a.1 )
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1.2 [bookmark: _Toc62744983]I have used swot charts for myself and team member.

	[bookmark: _Hlk511915604]
SWOT on myself


	
STRENGTHS

Works well with a team.
Good time management.
Works well alone.
Good communication skills.
Helping management jobs.



	
WEAKNESSES

Lack of confidence.
Lack of knowledge in a Managerial role.
Not Academic







	
OPPORTUNITIES

Working towards my first degree in cert AE skills in the workplace level 4.
Manager opportunity in my workplace.




	
THREATS

Not having the qualifications to move forward.











After filling in the swot graph and discussing this with my team member we agreed the one thing that does let me down is my confidence. This is the one area that I do need to work on to better myself in certain areas of my current work and study. We believe improvement of my weakness in confidence will help me move forward to get the knowledge of being a manager and be able to complete my studies. I already help with my manager do jobs in my current job, to help me go forward I’m going to ask my manager for more responsibility to help me get more confidence in my work life, and this will also help me with my studies.








	
SWOT another team member


	
STRENGTHS
Works well within the team
Hugely confident 
Works well given tasks to complete
Works well alone.
Willing to try anything new.
Good time management.




	
WEAKNESSES

Jumps in without thought.




	
OPPORTUNITIES

Management opportunity.
Other job opportunities.



	
THREATS

Can be impatient at times. Which can let her down to make mistakes.









The swot graph above I filled in about another team member. Giving all her good and bad points, she had many more good points than bad after we both discussed this together, we realised that she had a lot of good strengths as she works well with or without a team by her side. She also works well under pressure and is very confident around people. Her only weakness was sometimes she would jump right into a situation without any thought or consideration. We talked about improving that weakness and decided that she has to stop and think before speaking and getting involved with things that she shouldn’t.



[bookmark: _Toc500943474]

1.3 [bookmark: _Toc62744984]Identify problems to learning for myself and another team member.

Being a single parent to three children can be very hard for me with not much help on offer at the best of times I tend to struggle, my confidence is another huge barrier that stops me going forward. This is a huge barrier for me. It can be stressful with just getting them all off to school and sometimes having to arrange childcare on half terms can be hard. Making sure they get to school on time with clean uniforms and packed lunches and being there for any after school activities they do is my main job. And then holding onto my part time job trying to progress higher in my job role by finishing my university course has been extremely hard. And since the pandemic started it has been tougher again having to home school the children and keep them entertained with no break has not been easy. 
After talking to my other team member, it looked like there was two barriers in her way, jumping into something before thinking and she also looks after her nephew twice a week for her single parent sister to go to work. So, this holds ger back from doing more hours in her job which we talked about how this is preventing her from earning more money. 





1.4 [bookmark: _Toc500943475][bookmark: _Toc62744985] how can problems to learning be overcome.

These barriers I can overcome in this pandemic with using planning and time keeping and improving my confidence. I can plan my day, the day before and keeping a log of my day written down so that I know how my day is going, to start and finish by seeing it visually in front of me, will help me prioritise what is more important first. This will also help prevent stress and help my time keeping and have a better organised life.  I am currently on furlough so I cannot improve on my confidence in work. I can use this time to reflect on myself and improve my mind set so when I do get back to work, I can start going forward.
After talking with my team member about her barriers and how she will overcome them, she also can overcome her barrier by simply being honest with her sister and talking about applying for professional childcare so that they can both work with no problems. And to always think before jumping into something.







[bookmark: _Toc500943476][bookmark: _Toc62744986]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc62744987]2.1  learning/development options to meet needs of self & team member.

To allow myself to carry on learning and to further my education and succeeding with my university course. I will need to make sure that I attend all my online classes, as attending classes is important for me and my learning, so that I can ask any questions if I do not understand something and listen in on other students’ questions and views which helps me even more. The meetings are also recorded on Microsoft teams, for you to go back to later, which is helpful for us. I find it better to be able to interact with the group and be involved with the discussions. We also have a what’s app group, which we use to communicate and ask questions about our assignments, we also as a group have open discussions with our tutor, and know if we needed any support, she would be there for us for whatever help we needed, or any further information. 
To continue to develop in my job role, we have regular training, and other training is available to learn to do more skilled jobs leading to management roles. It is important to attend all staff meetings to have the ability to share and listen to any new ideas that the team have and get up to date on how the business is doing. Having regular monthly one to one meeting with management is very important in my job role, feedback, good or bad gives me the chance to work on improving my role. We communicate with the team via our what’s app group and Facebook group, these are updated regularly with rotas and information needed for our shifts, we also discuss any new changes or ideas together.
After discussing with my team member, we found that we are similar, as we work together and have similar job roles. To continue moving forward in her job role, she would also need to attend all meetings and staff training and any other training offered, have regular contact with management and as she is already training to be part of the management team, she will need to attend management meetings and training. We also discussed the idea of her applying to do the same CertHe course or something similar that I am doing to give her more knowledge and qualifications that she would need to move forward.






[bookmark: _Toc500943478][bookmark: _Toc62744988]2.2  support mechanisms for the development of self & team member.
[image: ]
[bookmark: _Toc456901523]
Researching support mechanism models to help us continue with our learning and development, I found this model on Starstek.com. It’s a simple picture, but you can see it is simple to understand, if you need to get help or support with anything you have options.
Advice: Speak with a manager or tutor.
Information: Research what information is needed
Help: Ask if you need HELP.
Assistance: Ask for assistance from manager or Tutor.
Guidance: Speak with management or Tutor for guidance.
Competence: When you have all the knowledge and tools in place you will be able to move forward.
Solution: Speak with manager or Tutor with help in finding a solution to the problem.
Direction: Combine this all together and it will help guide you in the direction you need to move forward.
 It is a good way to visually see and help identify a way to support and help develop the learning of myself and the other team member. We both found that this picture was very clear of showing us both how to develop and learn going forward.

[image: ]
Gilbert, A (2001)
The Go M.A.D (Go Make A Difference) thinking system by Gilbert, A (2001) has been around for over 20 years and has helped people bring out their full potential of thinking power. The thinking system has been proven by people in over 40 countries and has helped them achieve their dream goals. Thousands of hours of research were undertaken by Andy gilbert (2001). To find a simple way to explain the key success principles. This led the 7 key principles of the Go M.A.D system. 
This model helps you set out a plan for your development, when complete it shows you what ideas can be achievable, your strengths and that you are 100 % responsible for your own development. 

[image: See the source image]
Johari Window Luft and ingram (1955)
 The Johari window was developed in 1955 by American phycologists Joseph Luft and Harry Ingham, the model is to help people improve on their self-awareness and enhance their perception of themselves and others. The window is made up of 4 panes.
Arena is known to all. This is about the persons communication with others, their attitude personality and feelings. This can not only be seen by yourself but by others.
Blind spot is an area known by others, but a person would be unaware of. This can be improved by listening to other people’s views and feedback about yourself.
Façade is an area only known by yourself. This can be a personal area which people do not like to share with others like past experiences, secrets, or personal problems. This can also be because a person has trust issues with other people so prefer not to share any personal information.
Unknown this is an area that is unknown to yourself and others. This can be something that you or another person is totally unaware of about yourselves and go unnoticed for years until a hidden talent is discovered. Open communication is an effective way to minimise the area.
The Johari window (1955) is a very useful tool for me and the other team member, this lets us see where our strengths and weaknesses are, and how we can work on them. I know I do not have a lot of confidence, and this tool shows me ways of dealing with it. The other team member has issues with jumping headfirst into a situation, this tool will help her learn a different way.





[bookmark: _Toc500943479][bookmark: _Toc62744989]2.3  Development plans for yourself and another team member.

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals for myself.

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
How to be more confident.


	Be more open. 
Speak out.
Take on more tasks
	I need management and my team for encouragement.
	Asking my management, team, and family & friends to tell me what they think.
	6 Monthlies

	
Improve my knowledge of management roles


	Ask my manager to give me more responsibilities in my role, and time scales for completion.
	Management support.
Regular one to ones with manager. 
	From feedback from my manager.
	Monthly

	
Complete my level 4 CertHe skills in the workplace


	Complete my assignments and Submit my work on time. 
	I need the support from my tutor friends and family
	Completing my assignments on time.
	November 2020



Part 2.1 Setting Goals for team member
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
How to be less impulsive.


	Stop and think before acting on impulses.
	Support from management and my team.
	Asking for feedback from management and team.
	First 6 months monthly.

	
How to improve on impatience.



	Take my time to complete tasks set by my manager.
	Management support and team.
Regular one to one meeting.
	Regular feedback from my manager and team.
	Monthly.

	Complete management training.


	Complete all management training and tasks set by on shift manager.
	I need the support of my manager and team.
	Completing my management training.
 And being able to apply for management role.
	January 2022




Part 3: My Personal Objectives

	[bookmark: _Hlk62651179]Short Term Goals (next 12 months)

	
Complete and pass my level 4 CertHE skills in the workplace.

	Medium Term Goals (2-3 years)

	
Continue with lever 5 and 6. And move up in my job to bigger a better role.



	Long Term Goals (3-5 years)

	
Finishing level 5 and 6. And running or possibly owning my own business.



Part 3.1: Team Member Personal Objectives
	Short Term Goals (next 12 months)

	
Complete all management training.

	Medium Term Goals (2-3 years)

	
Be in a management role.

	Long Term Goals (3-5 years)

	
Running my own restaurant or general manager of a restaurant chain. 



[bookmark: _Toc500943480][bookmark: _Toc62744990]2.4 Method used to monitor the development of self & team member.

To monitor my learning and development I will be attending regular one to one meeting with all my management team individually, to listen to all their feedback about my progress and development. I will also be referring to my personal development plan to help me achieve and succeed in my set goals that I have set for myself. I will be monitoring this regularly and use my feedback to help me identify areas for improvement. And I will complete all tasks given to me by management team in the time and date given.
After discussing with other team member, we will be using the same methods to monitor her. She will be attending regular one to one meeting with myself and management. She will continue her management training with regular tasks set by management to help her develop and give regular feedback to make sure she is learning at her own pace.








[bookmark: _Toc500943481][bookmark: _Toc62744991]Section 3:  preparing for the recruitment process 


[bookmark: _Toc62744992]Reflection on the recruitment process 


[image: See the source image]
Gibbs (1988) 
This model is used to help you reflect on things you have learnt and how to move in the right direction.

[bookmark: _Toc62744993]3.1 Description

When I have applied for jobs in the past, I have used the job centre or our local paper. Times have changed and the internet is used instead of having to go  into a job centre or look through local papers. Applying for jobs is different for most companies. Some use the application process where you have to fill in all your details, others request a cv before you get to the interview stage. A cv is your personal detailed background of work history, qualifications and gives an idea of the type of person you are with any interests and hobbies you may have. 
I came across this job on a site called CV library. The job involves more responsibility and a step up from where I currently am now. It was pretty easy to apply, no time wasted on filling out an application all they required was my CV which I also sent with a cover letter.

CV (see appendix C)
Job application ( see appendix D)


[bookmark: _Toc62744994]3.2 Feelings


Job hunting have become so much simpler with the internet. I found it overwhelming at first with the number of jobs available. I found a job I was interested in the information provided about the job was clear and easy for me to understand. I also found it quite simple to apply by uploading my CV and my cover letter. This gave me some confidence and if I ever need to apply for any jobs again in the future, I will feel confident to be able to do it.



[bookmark: _Toc62744995]3.3 Evaluation

Searching for jobs is not great when you lack in confidence and knowledge, before applying it took me a few hours to be able to follow through due to my lack of confidence. but once I saw how easy and quick it can be done it made me feel empowered and confident to do it again if ever needed. this part in Gibbs (1988) reflective cycle helped me understand myself a little bit more.




[bookmark: _Toc62744996]3.4 Analysis

After applying for this position, I was contacted on the telephone by the company wanting to know a little bit more about me. I was available to talk at the time and answer all questions needed. they then told me they would be in contact either by telephone or email. I was contacted by telephone for an interview, I was available to talk so we completed the interview there and then. As I was available on both calls it worked better for me due to my lack of confidence as I had no time to think and talk myself out of it. So, on this occasion it worked out well for me.





[bookmark: _Toc62744997]3.5 Conclusion

This whole experience can be very worrying, from beginning to end it turned out to be a simple and quick to complete and made me feel confident to do this again when I would need to. I was lucky to have gotten the telephone calls when I did as I did not have time to over think and panic. This will be something I will need to work on as not all calls would be a surprise, they would be booked in advance. 




[bookmark: _Toc62744998]3.6 Action Plan

Using Gibbs (1988)  model I will be able to monitor my development, I will update my PDP every three months to make sure I am improving on my weaknesses I found by creating a swot, and by continuing my one to ones with my management team, using their feedback to help update my PDP.
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Myself 
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Team member
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Appendix D
Cover letter
Carmen Carter
07368260249

I have just viewed your job vacancy for 'Front of House Manager' (212780162) on CV-Library and would like to be considered for this position.
I have 13 years’ experience in the hospitality industry. The role you have advertised for is very appealing to me as I am ready to develop my career. I have excellent customer service skills, experience with working alone or part of a team. I work well under pressure.
I feel I can offer your company some fresh eyes and to learn more about the company and help it move forward and develop in the future.

Please find a copy of my CV attached.

I look forward to hearing from you.

Kind Regards

Carmen carter
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Carmen_Carter_CV.pdf
CARMEN CARTER

12 cwrt stan richards ceaura, cardiff, south glamorgan cf5 5bf | H: 07368260249 | M: 07368260249 |

carmenlou1979@yahoo.com

SUMMARY

Hi my name is carmen, | am currently working as a waitress at harvester restaurant while studying af
UWTSD University to further my education to become a manager of my own team. | am a very out going
person and find it very easy o inferact and communicate with new people on a daily basis, | am very
open minded and approachable as a person, | meet new people on a daily basis with the kind of work |
am currently in, | am a hard worker and like to finish what | started, | am always open to new and fresh
ideas weather it be for work or pleasure.

EXPERIENCE

05/2012 to Current Waitress Assistant
Harvester — llantrisant

e Completed opening and closing checklists according to set standards.

e Suggested additional items to customers to increase restaurant sales.

e Suggested additional items to customers, leading to [Number] % increase
in average bill value.

e Maximised table tfurns and rotated seating for optimal guest safisfaction.

e Maintained safe food handling standards at all times.

e Anficipated and addressed guest service needs.

e Resolved problems promptly and escalated larger concerns to
management.

e Recorded orders and partnered with team members to serve food and
beverages.

e Served guests promptly to ensure food remained at proper temperatures.

e Educated guests on daily specials and menu offerings, enabling decisions
on starters, entrees and desserts.

e Discussed alternative selections with chef for guests with food allergies or
gluten-free requests.

e |nquired about guest satisfaction, anficipated additional needs and
happily fulfiled requests.

e Prepared buffet and salad bar for dinner service.

e Added special garnishes and other finishing fouches to dishes prior to
serving.

e Checked on all tables at appropriate intervals to refill drinks and respond to
requests.

e Delivered exceptional, friendly and fast service to up to [Number] tables
per shift.

e Transported all dirty tableware from dining room to dishwashing area for
proper cleaning.

e Complied with all health department regulations and rectified issues
immediately.

e Washed buffeft, restaurant and banquet items, including silverware, dishes,
cooking utensils, equipment and displays.

e Answered phones politely and promptly while accurately recording and
confirming reservations.

e Delivered exceptional, friendly and fast service.





Greeted new customers, answered initial questions and took drink orders.
Cleaned and organised host stand and buffet area.

Stocked and maintained silverware, linens and condiments.

Performed additional tasks to keep dining room running smoothly.
Hand-washed dishes and glassware thoroughly.

Reset tables with spotless service ware routinely.

Facilitated prompt and accurate seating and service of all guests.
Maintained knowledge of current menu items, garnishes, ingredients and
preparation methods.

Assisted servers and dining room hosts, quickly responding to guests' needs.

01/2007 to 04/2012 Bar Assistant
brains — cardiff, south glamorgan

Served each guest with sincere, positive, pleasant and enthusiastic
aftitude.

Monitored glassware and stemware inventory.

Kept detailed inventories of bar supplies and kept work areas stocked to
maintain workflow efficiently.

Processed cash, credit card and voucher payments.

Received beverage orders from wait staff and delivered beverages to
guests.

Created list of signature drinks that increased bar revenue by [Number]%.
Opened and closed bar tabs and transferred tabs to dining area.

Filled ice bins [Number] throughout shift and cleaned them [Number] times
weekly.

Managed bar area, including cocktail design and menu, inventory,
regulation compliance and customer relationships.

Ordered and maintained inventory of bar products, including alcohol, soft
drinks and supplies to drive high volume of sales.

Interviewed, hired and trained staff on bar practices, customer service
standards and productivity strategies.

Delivered quality food and beverage service to guests quickly.

Cleaned and filled ice bins.

Monitored different areas of bar to keep alcohol consumption stayed in
designated areas.

Upheld high standard of cleanliness in all work areas.

Checked patrons identification to ensure minimum age requirements for
consumption of alcoholic beverages.

Broke down bar after events and returned leftover spirits, glassware and
banqguet tfrolleys.

Processed over [Number] fransactions daily using cards, cash and voucher
payment systems, applying any eligible coupons or promotions.
Recognised VIP customers immediately and provided special freatment,
including preferred tables.

Created list of signature items to increase overall revenue.

Checked identification of customers to verify age requirements needed for
purchase of alcohol.

Maintained facility compliance with health codes, sanitation requirements
and licence regulations.

Confirmed customers ages for alcohol service and discontinued service to
infoxicated guests.

Prepared over [Number| mixed drinks and poured wine, beer and
nonalcoholic beverages for average of [Number] patrons per shift.





SKILLS

EDUCATION
1998

GCSE

Completed daily logs, updated computer fracking systems and filled out
other relevant documentation.

Maintained full knowledge of all menu items, contents and preparation
methods.

Waited on multiple customers at the bar and throughout the bar area.
Inventoried glass and stemware and cut costs by [Number]% through
effective inventory management.

Prepared coffee and espresso drinks.

Ensured alcohol was consumed in designated areas only.

Kept close track of bar tabs and transferred open tabs to dining area
seamlessly, providing pleasant dining experience to customers and
smoothing process for wait staff.

Oversaw bar inventory, restocked supplies and placed orders.
Managed customer service by training staff, overseeing operations and
resolve issues quickly.

Stayed up-to-date on latest in mixology trends, bar equipment and
sanitation standards.

Promoted customer safety by maintaining current list of available ride
services for inebriated customers.

Basic accounting e Cash register operation
Outgoing personality e Organisational ability
Problem solving e Anficipating guest needs
Payment processing e Extensive spirits knowledge
Strong communication skills e Able to stand [Number] hours
Food preparation e Safe serving knowledge

Food service e Balancing the cash register
Wine, beer and cocktails e Cash and credit transactions
expertise e Health codes compliance
Service-oriented mindset e Marketing and sales experience
Strong organisational skills e Alcohol ordering

Employee fraining e Service-orientated mindset

Excellent judgment
Verbal communication

Michaelston community college — cardiff
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Knowing your learning style can accelerate your learning as you undertake activities that best fit your preferred style.
Knowing your learning style can also help avoid repeating mistakes by undertaking activities that strengthen other styles For example,

if you tend to “jump in at the deep end”, consider spending time reflecting on experiences before taking action.
Further reading
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Carmen_Carter_CV.pdf
CARMEN CARTER

12 cwrt stan richards ceaura, cardiff, south glamorgan cf5 5bf | H: 07368260249 | M: 07368260249 |

carmenlou1979@yahoo.com

SUMMARY

Hi my name is carmen, | am currently working as a waitress at harvester restaurant while studying af
UWTSD University to further my education to become a manager of my own team. | am a very out going
person and find it very easy o inferact and communicate with new people on a daily basis, | am very
open minded and approachable as a person, | meet new people on a daily basis with the kind of work |
am currently in, | am a hard worker and like to finish what | started, | am always open to new and fresh
ideas weather it be for work or pleasure.

EXPERIENCE

05/2012 to Current Waitress Assistant
Harvester — llantrisant

e Completed opening and closing checklists according to set standards.

e Suggested additional items to customers to increase restaurant sales.

e Suggested additional items to customers, leading to [Number] % increase
in average bill value.

e Maximised table tfurns and rotated seating for optimal guest safisfaction.

e Maintained safe food handling standards at all times.

e Anficipated and addressed guest service needs.

e Resolved problems promptly and escalated larger concerns to
management.

e Recorded orders and partnered with team members to serve food and
beverages.

e Served guests promptly to ensure food remained at proper temperatures.

e Educated guests on daily specials and menu offerings, enabling decisions
on starters, entrees and desserts.

e Discussed alternative selections with chef for guests with food allergies or
gluten-free requests.

e |nquired about guest satisfaction, anficipated additional needs and
happily fulfiled requests.

e Prepared buffet and salad bar for dinner service.

e Added special garnishes and other finishing fouches to dishes prior to
serving.

e Checked on all tables at appropriate intervals to refill drinks and respond to
requests.

e Delivered exceptional, friendly and fast service to up to [Number] tables
per shift.

e Transported all dirty tableware from dining room to dishwashing area for
proper cleaning.

e Complied with all health department regulations and rectified issues
immediately.

e Washed buffeft, restaurant and banquet items, including silverware, dishes,
cooking utensils, equipment and displays.

e Answered phones politely and promptly while accurately recording and
confirming reservations.

e Delivered exceptional, friendly and fast service.





Greeted new customers, answered initial questions and took drink orders.
Cleaned and organised host stand and buffet area.

Stocked and maintained silverware, linens and condiments.

Performed additional tasks to keep dining room running smoothly.
Hand-washed dishes and glassware thoroughly.

Reset tables with spotless service ware routinely.

Facilitated prompt and accurate seating and service of all guests.
Maintained knowledge of current menu items, garnishes, ingredients and
preparation methods.

Assisted servers and dining room hosts, quickly responding to guests' needs.

01/2007 to 04/2012 Bar Assistant
brains — cardiff, south glamorgan

Served each guest with sincere, positive, pleasant and enthusiastic
aftitude.

Monitored glassware and stemware inventory.

Kept detailed inventories of bar supplies and kept work areas stocked to
maintain workflow efficiently.

Processed cash, credit card and voucher payments.

Received beverage orders from wait staff and delivered beverages to
guests.

Created list of signature drinks that increased bar revenue by [Number]%.
Opened and closed bar tabs and transferred tabs to dining area.

Filled ice bins [Number] throughout shift and cleaned them [Number] times
weekly.

Managed bar area, including cocktail design and menu, inventory,
regulation compliance and customer relationships.

Ordered and maintained inventory of bar products, including alcohol, soft
drinks and supplies to drive high volume of sales.

Interviewed, hired and trained staff on bar practices, customer service
standards and productivity strategies.

Delivered quality food and beverage service to guests quickly.

Cleaned and filled ice bins.

Monitored different areas of bar to keep alcohol consumption stayed in
designated areas.

Upheld high standard of cleanliness in all work areas.

Checked patrons identification to ensure minimum age requirements for
consumption of alcoholic beverages.

Broke down bar after events and returned leftover spirits, glassware and
banqguet tfrolleys.

Processed over [Number] fransactions daily using cards, cash and voucher
payment systems, applying any eligible coupons or promotions.
Recognised VIP customers immediately and provided special freatment,
including preferred tables.

Created list of signature items to increase overall revenue.

Checked identification of customers to verify age requirements needed for
purchase of alcohol.

Maintained facility compliance with health codes, sanitation requirements
and licence regulations.

Confirmed customers ages for alcohol service and discontinued service to
infoxicated guests.

Prepared over [Number| mixed drinks and poured wine, beer and
nonalcoholic beverages for average of [Number] patrons per shift.





SKILLS

EDUCATION
1998

GCSE

Completed daily logs, updated computer fracking systems and filled out
other relevant documentation.

Maintained full knowledge of all menu items, contents and preparation
methods.

Waited on multiple customers at the bar and throughout the bar area.
Inventoried glass and stemware and cut costs by [Number]% through
effective inventory management.

Prepared coffee and espresso drinks.

Ensured alcohol was consumed in designated areas only.

Kept close track of bar tabs and transferred open tabs to dining area
seamlessly, providing pleasant dining experience to customers and
smoothing process for wait staff.

Oversaw bar inventory, restocked supplies and placed orders.
Managed customer service by training staff, overseeing operations and
resolve issues quickly.

Stayed up-to-date on latest in mixology trends, bar equipment and
sanitation standards.

Promoted customer safety by maintaining current list of available ride
services for inebriated customers.

Basic accounting e Cash register operation
Outgoing personality e Organisational ability
Problem solving e Anficipating guest needs
Payment processing e Extensive spirits knowledge
Strong communication skills e Able to stand [Number] hours
Food preparation e Safe serving knowledge

Food service e Balancing the cash register
Wine, beer and cocktails e Cash and credit transactions
expertise e Health codes compliance
Service-oriented mindset e Marketing and sales experience
Strong organisational skills e Alcohol ordering

Employee fraining e Service-orientated mindset

Excellent judgment
Verbal communication

Michaelston community college — cardiff






