Jessica L. Macy 

2637 Westland Rd. 

Mt. Dora, FL 32757 

(352) 702-7318

jessicalmacy@hotmail.com
macyjessica@ymail.com
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Summary/Objective
I am skilled in learning new concepts quickly, working well under pressure, and communicating ideas clearly and effectively. 

Extensive computer skills in Word, Excel, Power point, Outlook, Publishing, Secure Shell, Desktop Publishing, graphic/clip art, etc. 


Skilled in paying exceptional attention to detail and instruction. 


I am seeking a position with a growing company that will offer opportunity for both personal and professional growth. 

Education 
Certificate of Completion in Dental Assisting 


2/2011-

Greater Orlando Dental Assisting School 


Present

38 Theory Hours, 42 Lab Hours, 32 Externship Hours 


Intend on taking Expanded Functions Dental Assisting 
Course (EFDA) 


Associate in Arts Degree 




8/2008

Business Management 


-University of North Florida, Jacksonville, FL 


-Florida Community College at Jacksonville


Course Work

-Lake Sumter Community College, Leesburg, FL 

Enrichment

High School Diploma 





5/2004

Umatilla High School 


Ranked 15th in class-


4.25 G.P.A.


Honor Society 
Career History 
Receptionist, Husebo Advertising & P.R., INC.

6/2009-

& Accomplishments








Present

· Answer Phones 

· Enter production hours for employees/statements 

· Run errands for office 

·   Order, organize and maintain office supplies 

· Greet clients, keep organized work area 

· Maintain print files, media files for office 

· Assist the Office Manager & Owner in several office
 projects and personal projects. 
Recovery Floor Member, KOHLS



1/2009-









2/2011

· Maintain Fitting rooms for all departments 
· Recover floor for Misses, Juniors, Men’s Departments 
· Work truck, receiving/handling products 
· Re-stock products in all departments 
Daytime Caregiver, T’s Learning Center, INC.

8/2004-









2/2006

· Interacting with children on a daily basis by aiding 
with their physical and emotional needs 

· Accompanying lead teachers with up-to-date curriculum 
information throughout the school year and the daycare 

off-season (summer) 

· Assisting the Director and Assistant Director in various 
tasks, such as early morning drop-off and care, cleaning 

tasks, child notation, and clerical duties. 

· Assisting the lead teachers with numerous art décor displayed 
in rooms, organizing curriculum, newsletters, event sheets, 

accreditations, etc.

· Employee of the month-November 2004 
· Employee of the month-November 2005 
Head Lobby Coordinator/Hostess, Server, Red Lobster
2/2006-

Restaurant, Darden Restaurants



6/2010

· Possess very cordial communication skills and professionalism

· Greeting the guests immediately upon arrival while personalizing

the service for each specific guest 

· Resolve all guests’ requests or concerns quickly 

· Answering phones and making sure guests’ questions are 

handled with promptness and accuracy

· Assisting in take-out orders as well as service throughout Red Lobster

· Completing cleaning tasks and responsibilities upon arriving and 

before leaving 





Prep Chef/Assistant Chef/Banquet Server, 


1/2004-





Lake Receptions, INC. 




7/2004

· Providing the Main Chef with assistance 
· Preparing vegetables for soups, medleys, roux, vegetable art 
table displays

· Creating table displays for guest’s banquets, cocktail
parties, receptions, meetings, etc. 

· Setting up serving areas for guest’s receptions and serving 
Guests upon arrival 

· Plating food and preparing food for eye appeal and flare 
in the kitchen 

References available upon request.
