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Housekeeping Supervisor

OBJECTIVE 
To be a professional Housekeeper in the hospitality sector and to enhances my professional skills in my field. 
KEY QUALIFICATION
· 4+ years’ experience in housekeeping experience with increasing responsibility

· Record of hiring,  Departmental Administrative work knowledge, training and developing staff in hospitality services provision

· In depth knowledge of supervising staff to ensure cleanliness and tidiness of premises

·  Proficient in responding to guests’ queries and resolving problems efficiently
EXPERIENCE
· Worked as a Housekeeping Associate (Management Trainee) in Hyatt Hotels Bangalore India.(June 2011-May2013)
It is a 2 year management training program and I have got exposure in all areas of housekeeping department. I have learned Public are operation, Laundry operation, and Housekeeping control desk and floor and guest room supervision.
· Currently Working as a Housekeeping supervisor in Double tree By Hilton(Cluster)
      Ras Al Khimah UAE (June 2013 to Present).

JOB DESCRIPTION
Housekeeping  Supervisor
Report to Executive Housekeeper.
· Assist Executive Housekeeper in the daily sequence of operations.

· Assist in monitoring departmental costs.
· In charge of department when the absence of Manager.
· Handling Spa and Recreation.
· Attend morning G M meeting when the absence of manager.

· Preparing Monthly purchase orders and RFQ.
· Preparing Monthly standing orders.
· Preparing Monthly Training plan and training report
· Preparing weekly  duty roaster

· Preparing vacation Plan for Team members

· Attending Monthly P&L Meeting when the absence of manager.

· Promoting Recreation membership program.
· Coordinating with purchase department for the smooth delivery of supplies and amentias
· Managing petty cash supplier.
· Provide Customer service to guests (internally/ externally), including information about hotel services, activities, and local attractions.

· Promote team member loyalty and empowerment.
· Communicate and coordinate with Engineering /Property operations the repair and maintenance program as related to guestrooms and public areas.
· Quarterly Linen inventory.

· Responsible for ensuring mattress turning is done quarterly.
· Flexible to work in different shifts is always punctual. Following all the procedure of housekeeping department and policy of Hotel.
Other Duties:
· Reads logbooks and enters in logbook, taking action where necessary.
· Inspects work of team to ensure required standards of cleanliness are met.

· Make sure that all the rooms’ furniture, fixture and equipment are in good condition and in good shape. If repair is required, trouble report need to be issued and followed up ensuring that request has been carried out.
· Attend the Double Tree CARE Meeting(Double Tree social committee)
· Ensures all equipment and trolleys are being cleaned and well maintained.

· Ensure all supplies in guest rooms are as per housekeeping standard.

· Checks all VIP guest rooms in morning and while turndown service also ensures that all the guest request are fulfilled within time limit, checks the VIP level, honey moon setup rooms, ensure always all the standard are followed.

· Incidents to be reported immediately to executive housekeeper or duty manager.

· Ensure that all the handover is done in proper manner to next shift. Such as (DND, OS and OO).

· Handle guest complains whenever required in effective manner by looking after their needs and comfort all the time.
SKILLS
· Good leadership skills
· Outlook company email ID access and communication skill.
· Prepared PDR (Performance Development Review) for all staff in the department.

· Knowledge about Yearly Budget.
· Knowledge about staff recruitment.

· Helping Manager to do the yearly FF&E 
· Preparing Productivity Bench mark for staff on monthly basis.

· Knowledge about preparing Job chat.

· Monthly Store Requisition and inventory 

· Departmental Trainer

· Double Tree Care Committee Team member champion.
· Excellent guest service & communication skills

· Knowledge about Laundry Procedure ,Washing,pressing,steam pressing and calendar machine work and chemical knowledge

· Knowledge about Public area Cleaning and Equipment Operation, Chemical usage

· Knowledge about flower arrangement

· Knowledge of maintenance of rooms, bathroom as well as cleaning them keep company's standards.
· Expert in Microsoft word and Microsoft Excel
· Docuware.
· Opera system

· Birch street system

· Oasys Payroll

· Hilton ONQ

· Micros
AWARDS AND ACHIEVEMENTS  

  ( Handled Hotel Renovation for 6 month.

  ( Selected as a High potential and high performance candidate.

  (  In charge for Oex(Operational Excellence)

  ( Introduced the concept of ‘’PANTRY DAY’’ in department.
  (Implemented Guest preference board in department to capture guest preferences.                                                          
  ( Introduced guest satisfaction performance tool in the department for staff in order to                                                                                                         

      Improve Guest Satisfaction
  ( Received the Doubletree Brand Highest Award Sprit of care
  ( Received Doubletree Hero of the month. 
  ( Nomination went for CEO light and warmth Award for best performance in Hilton world 

     Wide.
  (  Participated in State Level Tourism Seminar Program in 2007.

  ( Second place in Computer Application University Practical’s 2008-2009
TRAINING EXPOSURE
	PLACE
	HOTEL
	DEPARTMENT
	PERIOD

	  Bangalore
	 Taj Gateway      Hotel
	     House Keeping

F& B Production

     F & B Service

     Front Office
	5 Month

	 Mangalore

	Hotel Srinivas


	     F & B Service

F& B Production

     House Keeping

   Front Office
	1 Month



EDUCATIONALQUALIFICATION
	COURSE
	SCHOOL/ COLLEGE
	UNIVERSITY/BOARD
	YEAR OF PASSING
	PERCENTAGE

	       BACHELOR OF HOTEL MANAGEMENT(B H M )
4 Year Degree
	Srinivas College of Hotel Management, Mangalore
	Mangalore University
Affiliated by AICTE(All India Council Of Technical Education)
	          2011
	      68%

	      PLUS TWO
	      B.A.R.H.S.S

        Bovikan

      Kasaragod
	Higher Secondary Education Board Kerala
	          2007
	     80%

	 S.S.L.C
	        G.V.H.S.S

          Iriyanni

       Kasaragod
	Government of Kerala
	          2005
	     72%


   INTEREST AND HOBBIE
       Listening to music, watching movies, swimming
  PROFICIENCY IN LANGUAGES

          English, Hindi, Malayalam, Kannada, Tamil
PERSONAL INFORMATION 

                      Date of Birth            : 25-02-1990
                      Age

         : 25 Years
                      Gender                    : Male

                      Nationality
         : Indian

                      Blood Group            : A +VE

           Height                      : 6.1 feet

                      Weight                     : 58 kg

                      Marital Status          : Single
REFERENCE                                                                                   












  
Open request    
Feel free to check my linked in profile for my professional experience and I hereby acknowledge that all the above information’s are true to my best knowledge.
 DECLARATION
I hereby declare that the above-mentioned facts are true to the best of my knowledge and belief.

