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CAREER OBJECTIVE:
To invest in work an enduring legacy and seeking self development, advancement and improvement while enjoying job satisfaction. Computer literate, independent but can be a team player, can work under pressure, innovative and motivates others easily, well Communication skills and target – oriented etc.

PERSONAL PROFILE:

Good interpersonal skills, ability to work effectively in a team, integrity and honest, ability 

To meet tight reporting schedule, self motivated and target - oriented
EDUCATION QUALIFICATION:
First Aid Training Certificate {Abu-Dhabi, United Arab Emirates}. April- 2013.
University of Nigeria, Enugu Campus {UNEC}

B.Sc. {Honors} Banking and Finance 2005 Batch
National Youth Service Corp – Number – A001001755 {2006 Batch}

National Association of Banking and Finance Graduates {UNEC Chapter}

Institute of Management and Technology, {IMT} Enugu State Nigeria

{OND Statistics} Lower Credit 1997. 

National Association of Statistics Graduates {IMT Enugu}

Union Secondary School, Akwunanwu, Enugu, 1996.

Senior School Certificate {S.S.C.E.}

Ekulu Primary School Enugu Nigeria.

Primary School Certificate {P.S.C.} 1996
COMPUTER SKILLS:

2 Good knowledge in Ms-Office (Word, Excel, PowerPoint) & Corel Draw.
3 Internet Browsing & E-mail.
4 Good Typing.
 WORK EXPERIENCE:
**Mermaid Catering Services LLC.  Al Ain - Haza Bin Zayed Stadium, U.A.E.

Project / Housekeeping Manager (Haza Bin Zayed Stadium,  Al - Ain)                                    January 1st, 2014 till Date.                                                                                            Reporting: Director of Facility Operations (Haza Bin Zayed Stadium,  Al - Ain):                                                                                                                                                                                     
“To deliver a world class stadium and event experience for the people of the World / UAE and visitors to Al Ain”.                                                                                                           Responsible for planning, organizing, and developing of the overall Operation of the housekeeping department in accordance with federal, state, and local standards and guidelines along with assuring the highest degree of quality guest care is maintained at all times.  Responsible for staffing, scheduling, training and developing hourly staff. To assist and ensure that all areas within the Stadium are in a clean and respectable manner for all visitors and patrons to the venue.
Tasks and Responsibilities:

• Manage the daily activities of the Housekeeping department to include appropriate cleaning of all offices, concourses, seating areas, washrooms, restaurants, concession stands, suites, and all public spaces. Planning, organizing and directing team members to ensure the highest degree of guest satisfaction.

• Daily supervision of the housekeeping staff, including the day, event and post-event crews. Daily supervision of the grounds keeping staff, including the day, event and post-event crews.

• Maintain a harmonious working relationship with fellow work colleagues. Demonstrate teamwork and cooperation with all colleagues, clients and visitors. Attend any meetings/briefings/training sessions as requested by your Manager. Undertake additional tasks as requested by your Manager.

• Abide by all Stadium Workplace Health & Safety and Risk Management policies and procedures. Purchase, re-order and maintain housekeeping supplies and inventory. Conduct pre-event inspections of all rooms, concourses, clubs, seating areas and public areas prior gate opening for every event held at the Arena. Recruit, schedule and train all new housekeeping staff members. Maintain the housekeeping budget, providing billing summaries and expenses for all pre and post events.
• To carry out all duties and responsibilities assigned by the Venue Presentation Manager. Ensure cleanliness and health and hygiene standards are maintained. Daily offices and associated toilet cleaning. Assist and implement other cleaning and venue presentation matters such as carpet clean, high cleaning. Assist in the implementation of the Venue’s Waste Management program. Manage cleaning operations for Pre, Event and Post cleaning activities. (Rostered responsibility).

• Assist in the management of Time Target, including staff payroll authorizations and event cleaning rosters. Manage shifts when required. Maintenance of staff uniforms. Assist in the reduction of water use as per the State Government Water Policies. Uphold the highest standards of cleanliness, safety, and conduct. Knowledge of OSHA and safety standards within Housekeeping department. Determines and maintains the department work schedule used to notify staff of upcoming events and ensure proper preparation and staffing for each event. 
Ensures the proper maintenance of all equipment; makes arrangements for repair and/or replacement of used and damaged equipment. To have a complete understanding of the “Staff Induction Manual” and adhere to the regulations contained within. To carry out all reasonable duties and responsibilities as assigned. To have a full understanding of the safety Policy. Stock Control, security and monthly stocktaking. Effective stock rotation. General maintenance of cleaning and housekeeping specific equipment.
• Activator/self-motivated to accomplish goals, with a strong sense of responsibility. Proficiency with general office PC applications (i.e. word processing, spreadsheets, databases). Demonstrated sound organizational, coordinating and personal interface skills. Demonstrated excellent written and verbal communication skills. Proven job reliability, diligence, dedication and attention to detail.
• Flexible with working nights, weekends, and holidays.
KNOWLEDGE, SKILL AND ABILITY:
• Previous experience managing a team of housekeeping employees through motivation, coaching and development. The ability to anticipate customer needs, change goals and direction quickly and multitask Working knowledge of room’s management systems. Advanced knowledge of Housekeeping process and procedures.

• Proven experience supervising housekeeping departments of 25+ employees. Ability to maintain a budget.  Proven excellence in customer service. Capable of using independent judgment/solid decision making skills ability. Proven comfort and experience to interact effectively with all levels of management, guests, associates, and clientele, both inside and outside of the organization.

EMERGENCY MANAGEMENT RESPONSIBILITY:
• Am fully aware of the Haza Bin Zayed Stadium’s Fire & Emergency Evacuation procedures.

• Ensure you are aware of the location of emergency exits, firefighting equipment and WIP phone.

• Participate in the management of any incident or emergency as directed by the nominated Area Warden.

• Report all incidents to your supervisor or to security immediately they occur. Be sure to record notes on any details relating to incidents that take place in your work area, on your Incident Report Cards. Ensure aisles, concourses and exit routes are kept clear of any obstructions.

• Check work area and surrounding areas for any suspicious articles and items.

FIRST AID / WORK HEALTH AND SAFETY ACCOUNTABILITIES:
• Adhere to company WHS policy, procedures and rules and follow safe work practices.

• While at work take reasonable care for your own health and safety.

• While at work take reasonable care that your actions do not adversely affect the health and safety of others.

• Ensure that work is carried out in compliance with legislation and the company’s safe work methods and comply with instruction. At all times, remain vigilant in managing persons seeking to gain access to unauthorized areas.

• Check work areas and surrounding areas for any potential safety issues (e.g. trip hazards,

Slippery or uneven surfaces, spills obstacles, debris, etc) and rectify the situation if you are able to.  Report any incidents, injuries or hazards immediately. Only operate equipment if you are competent and authorized. Attend First Aid training as required during the year.

• Participate in First Aid activities such as inspections, investigations, First Aid meetings as required.

**Mermaid Catering Services LLC.  Abu Dhabi- Sir Bani Yas Island Office, U.A.E.

{Project Manager} April 2013 till December 31st, 2013.

My routine as a Project Manager includes: Managing the food and beverage provision for functions and events, supervising catering and waiting staff at functions, planning menus in consultation with chefs.                             Recruiting and training permanent and casual staff, organizing, leading and motivating the catering team, planning staff shifts and rot as, ensuring health and safety regulations are strictly observed, budgeting and establishing financial targets and forecasts.
Monitoring the quality of the product and service provided, keeping financial and administrative records, managing the payroll and monitoring spending levels, maintaining stock levels and ordering new supplies as required, interacting with customers if involved with front of house work, liaising with suppliers and clients. Negotiating contracts with customers, assessing their requirements and ensuring they are satisfied with the service delivered (in contract catering), ensuring compliance with all fire, licensing, and employment regulations, maximizing sales and meeting profit and financial expectations.

Setting and agreeing budgets. Monitoring quality standards, overseeing the management of facilities, e.g. checking event bookings and allocation of resources/staff, planning new promotions and initiatives, and contributing to business development. Dealing with staffing and client issues, keeping abreast of trends and developments in the industry, such as menus, trends in consumer tastes and management issues.
**Mermaid Catering Services LLC.  Abu Dhabi- Sir Bani Yas Island Office, U.A.E.

{Housekeeping Supervisor} Dec 2012 till April 2013.

I assign workers their duties and inspect work for conformance to prescribed standards of cleanliness. I also investigate complaints regarding housekeeping service and equipment, and takes corrective action. Obtains list of rooms to be cleaned immediately and list of prospective check-outs or discharges to prepare work assignments.

Coordinates work activities among departments.  Conducts orientation training and in-service training to explain policies, work procedures, and to demonstrate use and maintenance of equipment. Inventories stock to ensure adequate supplies. Evaluates records to forecast department personnel requirements.  Makes recommendations to improve service and ensure more efficient operation.

 In addition, I prepare reports concerning room occupancy, payroll, and department expenses. Selects and purchases new furnishings. Perform cleaning duties in cases of emergency or staff shortage. Examines building to determine need for repairs or replacement of furniture or equipment, and makes recommendations to management.

Attends staff meetings to discuss company policies and patrons' complaints. Issues supplies and equipment to workers. Establishes standards and procedures for work of housekeeping staff. Advises manager, desk clerk, or admitting personnel of rooms ready for occupancy.  Records data regarding work assignments, personnel actions, and time cards, and prepares periodic reports.
**Lixborr Hotels & Gallery, Sakpomba Road, Benin City, Edo State, Nigeria.

{Administrative Secretary} Sep 2009 to Oct 2012. 

Provides office services by implementing administrative systems, procedures, and policies, and monitoring administrative projects. Performs administrative and office support activities for multiple supervisors. Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, filing, and faxing. Extensive software skills are required, as well as Internet research abilities and strong communication skills. Staff in this category also may have the title of department assistant, coordinator or associate. 
Tasks and Responsibilities:
· Maintains workflow by studying methods; implementing cost reductions; and developing reporting procedures. Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities. Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques. Provides information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies. Completes operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies. Contributes to team effort by accomplishing related results as needed.

KNOWLEDGE, SKILL AND ABILITY:

Reporting Skills, Administrative Writing Skills, Microsoft Office Skills, Managing Processes, Organization, Analyzing Information , Professionalism, Problem Solving, Supply Management, Inventory Control, Verbal Communication.
· Excellent Customer service skills. Assisting with all aspects of administrative management, directory maintenance, logistics, equipment inventory and storage.

· Managing inventory of assets and supplies, sourcing for suppliers (vendors) and submitting invoices

· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems. Scheduling and coordinating meetings, interviews, events and other similar activities.

· Sending out and receiving mail and packages

· Preparing business correspondence ( Using micro soft office, word, excel, access, outlook, spreadsheets and all AP entry in Lawson 10 key *calculator.
· Sending faxes. Managing Files.

· Address all employees concerns in accordance with company policies and government regulations. Research and the identification of key data sources.
· Prepare and distribute payroll for staff. Performing multifaceted general office support. Preparing meeting minutes, meeting notes and internal support materials.

· Sending and receiving forms for the company. All Day-to-day operation matters. Sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail. Write business letters, reports or office memoranda using word processing programmes.
· Answer telephone enquiries from customers, attend to visitors and assist other staff in the organization with their enquiries. Operate a range of office machines such as photocopiers, computers and faxes.

**Lixborr Hotels & Gallery, Sakpomba Road, Benin City, Edo State, Nigeria.
{Accountant/Supervisor Housekeeping} Sep 2007 to Aug 2009. 

Maintain primary Books {books of original entry} and ensure that financial data are adequately captured and processed into information for management action.

Specially curry out daily auditing in lighters books, interdepartmental transfer and report findings in order to investigate management action. Ensure daily reconciliation of restaurant transactions with the kitchen by marrying restaurant dockets with kitchen supplies {box in the kitchen}. 

Ensure regular auditing of bar books with a view to enhancing efficiency and establishing a true state of affairs in the department. Carry out monthly stock taking in all    sales into with a view to financial transactions at the front office with a view to ensuring prompt accountability. Participate actively in the receipt of goods {at the receiving by} to the various departments, counting or weighing item depending on the nature of those only serviceable rooms are declared for letting.  
**Divine Cellular Communication, independence Layout, Enugu, Nigeria.

{Cellular Communication Assistant}{2003 to 2007}

Preparation of quotation for supply of handheld devices/ purchase of out of stock handsets. Management of technician’s sales girls efficiently for optimal result. Management of wholesale distribution and retail outlets. Efficient market survey of latest technological advancement in telephony for the growth of the business the business was growth by 10% between Jane, 2003 to June, 2007.
**Ben wills Cellular Communication Ogui, Enugu, Nigeria. {2000 to 2003}.

Accountant/Work Experience. {Cellular Communication Assistant}

**Anambra Motor Manufacturing Company {ANANMCO} Enugu State. Nigeria.

Industrial Attachment. {Finance and Controlling Department 1998 to 2000. 

Auditing of accounts, Finance Books recording.                                                  Best Industrial Attachment {IT}, student on leaving the company {ANAMCO}. Won a 14 inches Television set.

LANGUAGES KNOWN:
· English.
PERSONAL INFORMATION:
Date of Birth

:  06th April, 1982.
Marital Status
:  Single.
Gender

:  Male.
Nationality 

:  Nigeria.
Visa Status

:  Employment Visa.
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