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Objectives:

An ambitious and career conscious person, seeking a challenging position in hospitality, where acquired skills and education will be used towards job responsibilities, continued growth and advancement.

Area of Interest:

Housekeeping Department

Key Qualities:

· Six Years of Functional Knowledge in the Hospitality Industry.

· Hands on Experience in training staff in Hospitality service provision.

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

· Proficient in responding to guest queries and resolving problems efficiently.
Job Experience:

· Working as a Senior Housekeeping Supervisor forRoyal International LLC. (Atlas Hotel),Since December 2014 to Till Date, Sohar,Oman.
· Reporting to Operational Manager/General Manager on daily basis, Briefing them daily about the day to day operations carried out.  

· Setting up of rooms and public area after construction is completed.

· Setting up cleaning system for all Guest rooms and Public areas.

· Setting up pantries, stores.

· Establish a procurement list for all guest supplies, Cleaning supplies and equipments.

· Specify equipment’s requirements appropriate to the need of operation
· Operating quotes and source most appropriate suppliers and assist in purchasing.

· Complete set up housekeeping structure including internal and inter-departmental lines of communication.

· Hiring of staff, setting up of linen room, maintaining of par stocks.
· Evaluates records to forecast department personnel requirements.

· Makes recommendations to improve service and ensure more efficient operations.

· Conducting training for staffs to help so to ensure more work efficiency so to serve the guest in more better way

· Prepare reports concerning room occupancy, lost and found, Daily Consumptions.

· Examines building/floor/rooms to determine need for repairs or replacement of furniture or equipment’s, and makes recommendations to Manager.

· Plan and prepare spring cleaning or weekly cleaning schedule and allocate the same to the staff.

· Preparing of duty roasters for staff.

· Keeping a track of all supplies to ensure that there is no wastage.

· Attending all guest’s complaints and requests to ensure they are fulfilled promptly.

· Checking of all vacant and arrival rooms on daily basis.

· Checking of all guest amenities properly placed in all the rooms.
· Maintaining lost and found register, log book, etc.

· Keeping a check on all guest and other cleaning supplies to ensure minimum wastage.

· Monthly/Yearly inventory of all stocks.

· Ensure that attendants periodically fill out the Check Lists area by area and that any remarks on these are followed up.
· Checking of log books at the start and end of shifts to check for pending work or messages and follow it with the concerned person.

· Planning of spring cleaning or weekly cleaning schedules and allocating staff for the same.
· Briefing shift  Supervisors  daily at the start of the shift assign them duty that they need to carry out during their shift and also at the end of the shift to know  that assigned work is done or not.
· Responsible use of all equipment so they are in good conditions

· Follow up with Engineering Department on daily basis for the maintenance needed for the hotel.
· Reporting any un-programmed but necessary maintenance work to Engineering department.
· Working as a Senior Housekeeping supervisor for TDIC with Sigma Integrated Technical Services, sinceMarch 2013 to March 2014, Dubai. UAE
· Conducting training for staffs to help so to ensure more work efficiency so to serve the guest in better way.

· Supervising of Cleaning of all offices and work areas.

· Supervising cleaning of all public Areas to ensure it is cleaned all the times.

· Inventories stock to ensure adequate supplies.

· Coordinate work activities among departments

· Respond to guest quires, request and complains promptly.

· Keeping a track of all supplies to ensure that there is no wastage.

· Attending all guests complains and requests to ensure they are fulfilled promptly.

· Plan and prepare spring cleaning or weekly cleaning schedule and allocate the same to the staff.

· Preparing of duty roasters for staff.
· Planning of weekly cleaning schedule for carpet shampooing,steeling and polishing.

· Maintain in a pristinely clean condition all public areas to include: lobbies, lifts, corridors, service areas, restrooms, fire exits, staircases, guest floors and any other areas as may be assigned.

· Set up and maintain public areas according to established order and standard.

· Report any missing items or damages to Executive Housekeeper or Engineering immediately. Follow up on maintenance requests.

· Clean areas of carpet, marble, stone, wood, tile, linoleum etc. based on established schedule using appropriate machinery and cleaning materials.

· Ensure guest lifts are neat and spotlessly clean at all times.
· Clean, scrub and disinfect public area toilets at regular intervals to the required standards of hygiene. Ensure these are fully stocked with toilet paper, tissue, soap and other amenities at all times.
· Cleaning and maintaining in a high level of cleanliness all offices, F&B outlets, boardrooms, meeting rooms, convention center, business center, lobby, Front of the House and Back of the House areas.
· Empty ashtrays at all times while bins are emptied regularly and polished per schedule.

· Responsibly use all equipment/tools and keep in good condition. Clean and check properly before and every after use. Any fault found, to be reported to Executive Housekeeper and Engineering.

· Ensuring optimum use and control of all amenities, guest supplies and chemicals to minimize wastage.

· Reporting any un-programmed but necessary maintenance work to superior immediately.

· Ensure that attendants periodically fill out the Check Lists area by area and that any remarks on these are followed up.

· Ensures that keys are handled securely and signed back in after duty.

· Perform all Housekeeping duties/activities as assigned by Executive Housekeeper.
· The Platinum Hotel, Muscat, Oman  as Housekeeping Supervisor and a Member of pre-opening team  (May 2010 to May 2012)
· Setting up of rooms and public area after construction is completed.

· Setting up cleaning system for all Guest rooms and Public areas.

· Setting up pantries, stores.

· Establish a procurement list for all guest supplies, Cleaning supplies and equipment’s.

· Specify equipment’s requirements appropriate to the need of operation

· Operating quotes and source most appropriate suppliers and assist in purchasing.

· Complete set up housekeeping structure including internal and inter-departmental lines of communication.

· Hiring of staff, setting up of linen room, maintaining of par stocks.

· Reporting to Housekeeping manager on daily basis at start and end of shift and give him reports of work carried out during the shift.

· Assign Staff their duties & inspects work for conformance to prescribed 

· Investigates complaints regarding housekeeping service and equipment’s ,and take corrective action

· Obtains list of rooms to be cleaned immediately and list of prospective check-outs or discharge to prepare work assignments

· Coordinate work activities among departments

· Conduct Orientation training and in-service training to explain polices, work Assist procedures, and to demonstrate use and maintenance of equipment’s
· Inventories stock to ensure adequate supplies.

· Inspect level of cleanliness and report issues to housekeeping manager.

· Scheduling of staffing.

· Respond to guest quires, request and complains promptly.

· Report repairs needed in a particular area and reported it to the maintenance department and follow it up with maintenance department about the same.

· Coordinating with other department to ensure smooth running of the organization at the time of high occupancy

· Checking of VIP rooms before arrivals to ensure all amenities are placed properly.

· Checking of Check out rooms before clearing it.

· Preparing of occupancy Reports. Daily consumptions reports.

· Checking of log books at the start and end of shifts to check for pending work or messages and follow it with the concerned person.

· Planning of spring cleaning or weekly cleaning schedules and allocating staff for the same.

· Maintaining of lost and found records of items.
· Handling of Minibar & laundry.
·  Hotel Sea Princess, Mumbai, India as Housekeeping Supervisor (August2008 to April 2010)
· Reporting to Housekeeping manager on daily basis at start and end of shift and give him reports of work carried out during the shift.

· Inspect Level of cleanliness and report issues to the management.

· Assist in scheduling of staff according to projected staffing requirement.

· Responds to guest request and complaints.

· Reports needed repairs to the maintenance departments.
· Oversee Housekeeping staff to maintain cleanliness of individual rooms and other areas

· Coordinate supplies of linen etc. in order to maintain sufficiency.

· Reports lost and found articles.

· Maintain linen carts and supplies as necessary. 
· Maintaining of lost and found records of items.
· Checking of VIP rooms before arrivals to ensure all amenities are placed properly.

· Respond to guest quires, request and complains promptly.

· Check for any maintenance required in a particular area and report it to engineering Department and follow up with them to ensure work is done on time.

· Keeping a check on all housekeeping supplies to ensure minimal wastage which helps in cost control.

· Checking of all vacant/check out rooms prepared by the room boys before clearing it on system.

· Ensure Cleaning of all banquets halls, Restaurants, Parking Areas, Fire exits, etc.
Internship:
· Hotel Ramada at Powai, Mumbai, India. (June 2005 to July 2005)

· Hotel Sea Princess at Juhu, Mumbai, India (December 2005 to April 2006)

Education:


	Qualification
	Institution
	Year

	Bachelor’s Degree in Hotel Management & Travel & Tourism
	Sinhgad Institute of Hotel Management,

Pune, India
	2005 – 2008

	Higher Secondary Education
	S.I.C.E.S Junior College,

Thane, India.
	2002 – 2005

	Secondary Education
	Fatima High School,

Thane, India
	2002


Others: 

‘Basic Fire Fighting Training Course’ from Occupational Training Institute at Muscat, Oman.
Other Achievement: 

Certificate of appreciation for the work done during ‘Asian Beach Games’ at Muscat in December 2010
Special Skills:

· Good interpersonal and Leadership skills.

· Good communication skill.

· Strong Attention to details.

· Able to Prioritize task.

· Good computer knowledge (MS- Word, MS- Excel,IDS software)
Personal Information:

· Languages known:
· English

· Hindi
· Marathi
· Bengali

· Arabic and French (Beginner level)
· Date of Birth: 1st October 1986

Declaration:

I hereby declare that all the above information provided by me is true to best of my Knowledge.

