
Devin K. Ennis 
Administrative Manager 

6275 Boulder Highway, Unit 2110 
Las Vegas, NV 89122 

Cellular:  702-349-1708 
Email: devy697@yahoo.com 

 

Page 1 of 3 

 

Objective:   
  
Versatile Administrative Manager who applies exceptional organizational skills in a fast-paced work environment, 
bringing a wealth of experience in performing administrative and general secretarial duties for managers, project teams, 
and clients. 
 
Core Qualifications:  

 Excellent guest service skills; ability to adhere to company service standards 
 Strong verbal and written communication skills; ability to communicate with staff and prepare written reports 
 Superior time management and organizational skills; ability to direct the work activities of several associates 

simultaneously and plan ahead 
 Basic math skills; ability to accurately handle money and count change 
 Ability to work independently and as a team member; maintain and handle multiple tasks in fast-paced 

environment 
 Ability to stand for entire length of shift 
 In-depth ability to interpret and work within pre-established budget 
 Typing speed of 40wpm and proficient in 10 key by touch 
 Knowledge of office and inventory software and POS system; basic office equipment such as fax machine, 

scanner, copier and printers  

Experience: 
 
02/2019 – 02/2020 Feel Good Brands |Sword and Spoon                 Las Vegas, NV 
   Manager – Excalibur Hotel & Casino 

 Meets restaurant financial objectives by developing financing; establishing banking 
relationships; preparing strategic and annual forecasts and budgets; analyzing variances; 
initiating corrective actions; establishing and monitoring financial controls; developing and 
implementing strategies to increase average meal checks. 

 Controls purchases and inventory by meeting with account manager; negotiating prices and 
contracts; developing preferred supplier lists; reviewing and evaluating usage reports; analyzing 
variances; taking corrective actions. 

 Accomplishes restaurant and bar human resource objectives by recruiting, selecting, orienting, 
training, assigning, scheduling, coaching, counseling, and disciplining management staff; 
communicating job expectations; planning, monitoring, appraising, and reviewing job 
contributions; planning and reviewing compensation actions; enforcing policies and procedures. 

 Maintains patron satisfaction by monitoring, evaluating, and auditing food, beverage, and 
service offerings; initiating improvements; building relationships with preferred patrons. 
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10/2018-02/2019 Feel Good Brands |Sword and Spoon                  Las Vegas, NV 
   Supervisor – Excalibur Hotel & Casino 

 Oversee seventeen employees and maintain adequate staffing to minimize overtime. Effectively 
manage payroll and timekeeping, including completion of paperwork for new hires and 
terminations. 

 Provide guidance, orientation, training and feedback to ensure employees achieve satisfactory 
performance standards.  

 High level of constant customer interaction by taking and filling special orders.  Make product 
suggestions and engage in suggestive selling.   

 Educate staff on proper sanitation and cleanliness.  Established and enforced meat preparation 
routines and procedures.  

 Work all store positions as needed (front service, kitchen, and bakery).  Scratch bake brand 
breads following company established recipe.   

 Earned promotion following superior performance and demonstrated ability to learn quickly. 
 
10/2017-10/2018 Managing Director of Household    Henderson, NV 

 Time management: Appointment scheduling, maintain records, meal planning, maintain 
household schedule, resourceful problem solver, transportation coordinator, and budgeting. 

 
07/2016-10/2017 World of Beers       Henderson, NV 
   Assistant General Manager 

 Oversee employee work in front and back of house to ensure compliance with company policies, 
regulations, and food safety guidelines. 

 Created social media presence to improve marketing and develop customer outreach strategies. 
 Perform facility walk-through to assess cleanliness and preparedness at beginning and end of 

shifts. 
 Complete restaurant opening and closing procedures and mange deposits. Produce monthly 

reports detailing sales trends and forecasts. 
 Negotiated vendor contracts and controlled inventory costs. 

 
01/2015-09/2016 Daily Kitchen       Henderson, NV 
   Lead Supervisor 

 Optimized profits with proactive control of employee workloads, vendor costs, and food waste. 
 Administered payroll, completed all paperwork, and scheduling. 
 Assisted managers with administrative tasks, scheduling, ordering and inventory. 
 Provided on-going coaching and performance evaluations to staff members.  
 Maintain and improve quality standards, resolve technical issues and improve manufacturing 

procedures.  
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10/2013-01/2015 Hash House A Go-Go      Las Vegas, NV 
   Hostess/Food Runner 

 Greeted and seated guests at the same time as monitoring the flow of guests in keeping with 
seating chart and servers. 

 Ensure that requirements for all guests are met; including small children, disabled or food 
allergic guests. 

 Anticipated the guest’s requirements and personalized service by using the guest’s name. 
 Create new settings as per requirements and clear additional settings if not needed. 
 Examine and maintain the entrance area, doors, windows in addition to menu covers and 

inserts. 
 Answered phones, scheduled reservations and expertly managed large customer crowds.  

Helped strategize and prepare table setups for large parties and groups. 
 Monitored and worked on different types of issues as part of team through efficient 

communication and ensure flawless service and quality assurance. 
 Transfer food items to and from kitchen, ensure that food is delivered quickly and of the good 

temperature 
 Assisted in the opening/closing and cleaning duties of the shift. 

 
 

Education: 
 
2006-2010      Basic High School   
       H.S. Diploma, General Studies 
2010-2013      The Art Institute of Las Vegas 
       Culinary Arts 
 
 
References: 
Available upon request 


