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Rajeev 
Rajeev.24174@2freemail.com 

	CAREER OBJECTIVE


To work with a multi-cultural organization & give my best cognitive inputs for achieving the organizational goals of the company

	JOB OBJECTIVE


Middle Management in Administration, Hospitality or Assistant in Health and Safety

	HIGHEST QUALIFICATION


1. NEBOSH IGC
:   NEBOSH International General Certificate in Occupational 
                                        Health and Safety.

Specializations
:   IGC 1 - Management of International Health and Safety
                                        IGC 2 - Control of International Workplace Hazards

                                        IGC 3 - International Health and Safety Practical Application

Institute

:   TUV NORD, UAE

Grade


:   With Credit

Passed on

:   24th March 2014
2. MBA

:   Masters in Business Administration (Distance Education). 
Specializations
:   Hospitality Management & Marketing Management

Institute / University 
:   NATIONAL INSTITUTE OF MANAGEMENT, Mumbai, India
Grade


:   Grade A/1st Class

Graduation Date
:  18th December 2008

3. DHM 

:   Diploma in Hotel Management
Field of Study

:   Food & Beverage Service/ Preparation/ House Keeping Management                                                            
Institute / University
:   CONSULT INN INSTITUTE OF HOTEL MANAGEMENT, Cochin, India
Grade


:   Grade A/1st Class
Graduation Date
:   25th Aug 2003
	LANGUAGES


(Proficiency: 0=Poor-10= Excellent)

Language 


      Spoken 



     Written
English




8




8

    
Hindi




8




8
Malayalam



8




8
Tamil




8




0
Telugu




7




0
Kannada



4




0

Arabic




2




0
	EMPLOYMENT HISTORY


1. 

Organization

: SODEXO, KELVIN, ABUDHABI, UAE.

Position Title

: LOCATION MANAGER (CAMP BOSS)
Position Level

: Middle Management
Specialization

: Accommodation, Staff Administration, HSE, Food & House Keeping Service

Industry

: Food Service & Accommodation/ School Catering.
Duration

: July 2007 – September 2014
Reporting to

: Operations Manager

2.
Organization

: SODEXO, SOCAT LLC, OMAN. (Under Petroleum Development of Oman)

Position Title

: UNIT MANAGER (LOCATION MANAGER)
Position Level

: Middle Management
Specialization

: Accommodation, Staff Administration, HSE, Food & House Keeping Service

Industry

: Food Service & Accommodation
Duration

: December 2004 – March 2007
Reporting to

: Area Supervisor
3.
Organization

: ARENCO RAILWAY CATERING (Intercity Express Train-Under

                                          Southern Railway, Chennai, India).
Position Title

: CATERING MANAGER
Position Level

: Middle Management
Specialization

: Staff Administration, Food & House Keeping Service

Industry

: Food Service & Accommodation.
Duration

: December 2003 – October 2004
Reporting to

: General Manager
4.

Organization

: HOTEL TAJ WEST END (5 Star Deluxe Hotel –Bangalore, India)

Position Title

: F&B Service Trainee
Position Level

: Under Training
Specialization

:  Food Service & House Keeping Service

Industry

: Food Service & Accommodation.
Duration

: May 2003 – October 2003
5.

Organization

: ICS (Industrial Catering Services, Chennai Base, India-Under ONGC)

Position Title

: Camp Boss
Position Level

: Middle Management
Specialization

: Accommodation, Food & House Keeping Service

Industry

: Food Service & Accommodation
Duration

: February 1996 – April 2001
Reporting to

: Area Supervisor

6.

Organization

: ICS (Industrial Catering Services, Chennai Base, India-Under ONGC)

Position Title

: Store Keeper
Position Level

: Middle Management
Specialization

: Accommodation, Food & House Keeping Service

Industry

: Food Service & Accommodation
Duration

: May 1994 – January 1996
Reporting to

: Camp Boss
	SKILLS & KNOWLEDGE


With my career start with leading Catering Services with the knowledge of Catering / HSE/ Facility / Camp / Support Services Management so far I have discharged the following responsibilities in general with great sense of dedication.

· Allocation of accommodation to Company staff. Maintaining a computer record that explains occupancy and reserve accommodation.
·  Ensure HACCP procedures are complied.

· Ensure the HSE policies following properly.
· Participation in periodic walkthrough with HSE staff and Paramedic and take a note of points for necessary corrective action.
· Make a computerized fire plan and position firefighting equipment’s according to the plan. Periodic inspection of these equipment’s and dealing with vendor if required.

· Periodic inspections of cooling systems fitted in the accommodations for their effectiveness and do repairs/replacements as required basis.

· Explain in formal way the house rules and regulations to the new arrivals and record their acceptance.

· Daily mustering and allocation of duties to the maintenance staff. Maintain computerized time sheets for these staff.

· Periodic inspection of accommodation rooms for cleaning standards, housekeeping and general hygiene. Advise the maintenance & cleaning staff during daily briefing.

· Check the turnout of catering staff, quality of food, storage of food items, cleaning and housekeeping standards of food storage and dining halls. Advise catering supervisor and maintenance staff accordingly.

· Dealing with respective vendors for supply of certified potable water, sewage clearance etc.

· Scrutinize the suggestions/complaints raised by the camp residents. Try and sort out if within the scope or project/follow up the problem with the management if required.

· Checking of Laundry for cloth washing standard and prompt delivery.

· Coordinate with the transport coordinator and manage the transportation for the staff as per the established transportation schedule. Provide emergency transportation for taking patients to hospital, departures/arrivals to and from the airport etc.

· Liaise with Personnel and Finance department during vacation/departure of the employee.

· Supply and record keeping of living items such as blankets, soaps, glasses, pillows, beds sheets, towels etc..to the residents.

· Ensure discipline and timings in recreation rooms.

· Conduct mess meetings involving management and employees to discuss the important issues directly with the management.

· Advise management the areas that need attention and improvement.

· Conducting surprise checks for ensuring alertness by camp security staff.

· If Garden in the camp Supervise gardening work in the camp. Suggest the gardening staff for any improvements.

· Display of transport schedule, camp rules and regulations, management notices, HSE posters, medical bulletins, weekly menus on notice boards.
· Periodic submission of reports as below.

	REPORTS


· Monthly summary of new arrivals and departures.

· HSE related reports.
· Electrical inspection report
· M Mail Services Facility 

· Medical First Aid Care 

· Emergency Services Facility 

· Miscellaneous expenditure statements.

· Inventory records.

· Material received for maintenance.

· Frozen/dry food stuff inspection record.

· Work force deployment report.

· Housekeeping inspection report.

· Meals inspection report.
· Minutes of walkthrough and mess meetings.

· Camp Security inspection 

· Catering Services  inspection 

· Visitors using the Facility

· Janitorial Services ( Room Cleaning ) inspection 

· Laundry Services inspection 

· Camp Arrival & Guest Registration

· Recreation Club Procedure

· Packed Meal for site

· International Telephone Call Facilities for workers.

· TV/Satellite Channels in Rooms/ Recreation Facility for workers.

	ADDITIONAL PROFESSIONAL ACTIVITIES / TRAININGS 


(a) ISO 9001: 2000 INTERNAL AUDIT COURSE (13th September 2005)
(b) UNIT MANAGER TRAINING COURSE (FROM UNIVERSAL SODEXHO – 1st May 2006)
(c) H S E INDUCTION COURSE (10th June 2006)
(d) BASIC LIFE SUPPORT FOUNDATION COURSE (9th December 2006)
(e) FOUNDATION FOOD HYGIENE COURSE (24th August 2007)
(f) LMS (Location Management System – UNIVERSAL SODEXHO) 
(g) ESSENTIAL FOOD SAFETY(FROM ABUDHABI FOOD CONTROL AUTHORITY-2009)
I here by declared that all above statement is true in my best knowledge.
	


