Madison Metcalf
24 Dixie Drive
Crawfordville FL, 3237
850.445.9366
madisonjmetcalf@gmail.com
Honor student currently a sophomore at TCC pursuing an AA degree looking for a part time position.
[bookmark: _Hlk513753663]WORK EXPERIENCE
[bookmark: _Hlk513753187]Angelo & Son's Seafood Restaurant, Panacea FL
Employee; March 2015-October 2015
· [bookmark: _GoBack]Food prep: prepared salads and some appetizers using proper kitchen safety
· Cleaning: cleared off tables after customers left, helped servers with anything needed, filled ice containers, rolled silverware, vacuumed restaurant at the end of the shift
[bookmark: _Hlk513753857]
Verlie Q, Crawfordville FL
Employee; January 2016- it closed September 2016
· Food prep: prepared dinner plates and sandwiches using the proper safety and restaurant etiquette
· Server/Hospitality: Greeted customers as they came in, was able to answer any questions they had regarding our menu, took orders through a computer system that communicated to the kitchen, filled drinks, served their food, balanced the drawer at the end of the shift
· Obtained Safe Staff certification

The Kast Net, Crawfordville FL
Employee; October 2016-August 2018
· Hospitality: greeting customers with a warm smile and welcome, working as a server to serve our customers with joy, making drinks, preparing food and salad bar, working the cash register
·  Training new employees
· Maintaining healthy environment: cleaning tables, cleaning salad bar and bathrooms when needed.
· Created menus via Microsoft Word
· Resigned due to school schedule

Tallahassee Community College Enrollment Call Center, Tallahassee FL
Call Center Representative; May 2018 – August 2018
· Summer 2018 OPS Part-Time position.
· Answered phones and responded to student questions regarding student enrollment and financial aid.
· Software used included Outlook, and a ticketing system


Wakulla Dance Academy, Crawfordville FL
Teacher; 2017 - present
· Teaching dance students tap, hip hop, ballet, and clogging.
· Teaching dance students proper dance and theatre etiquette.
· Teaching ages: 3 and 4, elementary school, and middle and high school
· Evening job 

Florida Department of Education, Tallahassee FL
OPS Clerk Specialist; October 2018 – Present
· OPS Part-Time position.
· Answered phones and responded to parent and district questions.
· Made excel spreadsheets, word documents, and edited PowerPoints.
· Made copies, set up for office functions and meetings


EDUCATION
Wakulla High School, Crawfordville FL
· Graduated 2017 with Magna Cum Laude
· Drama Club publicity manager
· Experience with Adobe InDesign from being a part of Yearbook
· Certified in Adobe Premier Pro, Microsoft Word, PowerPoint, and Excel through Certiport
· Talquin Co-Op Youth Leadership Tour 2016
Tallahassee Community College, Tallahassee FL
· Achieved an Associates in Arts degree with a 3.7 GPA a focus in Theatre
· Made the Dean’s list and President’s list  
· 2018-2019 Theatre TCC Vice President 

[bookmark: _Hlk513754693]VOLUNTEER EXPERIENCE
[bookmark: _Hlk513754785]Special Olympics, Crawfordville FL
· Helped athletes get to their event and cheered them on
· Showed athlete the Olympic village to help them play games and make crafts
[bookmark: _Hlk513754730]Night to Shine, Tallahassee FL
· Danced with my buddy, took them around to the different activities there were, handed them a crown, took them for a limo ride, took them to the Chick-Fil-A table to eat dinner
Legacy Cafe, Crawfordville FL
· This café is sponsored by Wakulla County Schools and provides adults with special needs employment while also teaching them about future job etiquette such as arriving to work on time, having safe kitchen habits such as washing your hands, wearing a hair net, and wearing gloves while preparing lunch for the teachers of our county.
· Assisted the teacher in helping the students.
Theatre Tallahassee, Tallahassee FL
· Helping clear the stage and tear down the set from various shows.

OTHER COMMUNITY INVOLVEMENT
[bookmark: _Hlk513755515]Mountain Dew Cloggers, Tallahassee FL
· Involved with the Tallahassee Mountain Dew clogging dance team in various performances
· Assist in teaching beginner dances
· Assisted at the Sunshine State Jamboree clogging convention
Theatre TCC, Tallahassee FL
· 2018-2019 Vice President and scholarship recipient
· Played the role of Dina in the 2018 production of Schoolhouse Rock Live, receiving a superior rating and an individual award from the Florida College System Activities Association judicators.
· Seen in various community performances such as take your child to work day, and Westminster Oaks
West Florida Youth District, Marianna FL
· Intern duties: managing snack shack, leading worship dances, managing cafeteria which includes wiping tables, taking off trash, sweeping and mopping, assisting the activities director in setting up and putting away games, keeping track of team scores, vacuuming and mopping the gym and activity center at the end of the night.
Rivertown Community Church, Crawfordville FL
· Assisting in UpStreet (children’s church): setting up the projector and laptop to the correct videos, assisting in games, and leading a small group
· Assisting in NEXT (adult class after church): providing childcare, inflating and deflating indoor bouncy house, engaging with the children and not just supervising them



REFRENCES AVAILABLE UPON REQUEST






