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PROFILE
A dedicated, honest, hardworking, punctual, organized, resourceful and creative young man. My motivation lies in my desire to succeed and my keen interest is to learn. I have gained extensive work experience during my management internship for one year at the Crowne Plaza Monomutapa in Zimbabwe.  After successful completion of my studies I joined the same company as a Receiving Clerk and took the opportunity to learn and gain more knowledge in the hospitality industry. I am an outgoing, friendly individual, a solid team player with a strong personality.
ACHIEVEMENTS 
· Employee of the month – Crowne Plaza Monomutapa  – June 2015
· Qualified for a spot in the second division Zimbabwe Divisional Soccer Club - 2013

WORK EXPERIENCE

January to September 2015 – Receiving Clerk – Crowne Plaza Hotel – Zimbabwe 
Duties and Responsibilities

· To ensure that delivery within the morning concerning most of the supplies and at the right locations

· To maintain the receiving area clear and in perfect sanitary condition

· To keep the receiving office closed at any times and be sure all the security procedures are accurate and followed

· Upon delivery of goods at the receiving area, to check that the relevant Purchase Order (PO) or Purchase Request (PR) has been well issued; if not, the delivery will be refused

· Before accepting any goods, to check it in term of quantity and quality according to the requirements mentioned in the relevant PO/PR and the invoice from the supplier

· Upon any reception, to call the store or requested department to arrange the transfer of the goods to their final location within the same day

· To record in the Receiving Record all incoming goods

· To issue at the end of the day the Summary Receiving Report

· To collect at the end of the day all suppliers’ invoices attached with respective PO

· To breakdown the daily Summary Receiving Report in food, beverage, maintenance and general supply

· To check total amount for each section and match the daily total amount with all the daily PO issued

· To keep trace of any short delivery.
January – December 2012 – Work Related Learning - Crowne Plaza Hotel – Zimbabwe 
Assisted the Procurement department in the following administrative functions:

· Corresponding with vendors, obtaining price quotes, and requesting completion of procurement related forms.
· Acting as a liaison between the hotel operational departments and receiving department

· Inputting data into the BIQ Management System 

· Monitor in-house inventory movement and complete inventory transfer forms between restaurants and bars for bookkeeping purposes
· Track the status of requisitions, contracts, and order
· Check deliveries when they arrive to ensure that orders have been filled correctly and that goods meet specifications and food as per HACCP standards 
· Monitor in-house inventory movement and complete inventory transfer forms for bookkeeping purposes
· Developing and maintaining spreadsheets.

· General administrative work

· Completion of other projects as needed
PERSONAL DETAILS

Date of Birth:



08/06/89
Sex:




Male

Marital Status:


Single 
Nationality:



Zimbabwean

Languages:



English 
PROFESSIONAL QUALIFICATION
· National Diploma in Purchasing and Supply Management at Mutare Polytechnic College - 2014
· National Certificate in Purchasing and Supply Management – Mutare Polytechnic College 2010 
· Advanced Level Certificate - 2008

· Ordinary Level Certificate - 2006



 HOBBIES
· Playing soccer 
· Playing pool 


