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Employment Objective:
To be part of an organization that promotes excellence in compound camp service operation where I can use my knowledge, skills and work experiences to become a key asset in a prestigious and stable company and growth among its employees, thus enable me to fully maximize my potential as a manager in any camp/housing/accommodation operations.  
Summary of Achievements and Qualifications
· Knowledge & Skills in CLERICAL & ADMINISTRATIVE WORKS
· Knowledge & Skills in SYSTEMATIC APPROACH IN BUDGETING
· Knowledge & Skills in ORACLE PROGRAM & MICROSOFT OFFICE APPLICATIONS
· On-The-Job Trainee at Allegro’s HUMAN RESOURCES DEPARTMENT and Emilio Aguinaldo College’s GUIDANCE OFFICE
· Knowledge & Skills in THE GENERAL HEALTH STANDARDS, THE MEDICAL CONDITION OF CONTRACT, THE OCCUPATIONAL HEALTH STANDARDS, and THE HAZARD ANALYSIS CRITICAL POINT (HACCP) necessary to any camp food catering operations.
· Certified Achiever for INTEGRATED HOTEL, RESTAURANT, & PASSENGER SHIP OPERATIONS
· Knowledge & Skills in PERSONAL & FOOD HYGIENE PROCEDURES, CUSTOMER SERVICE PROCEDURE, and SELLING TECHNIQUE PROCEDURE
· Flexible, motivated, patient, and organized worker who makes effort to be knowledgeable about other positions and learns new procedures quickly, meets schedules and deadlines, and work under extreme pressure of time
· Cooperatively working with others and acting in ways that support the success of the team and the system
· The ability to relate and work with different nationalities of different levels and backgrounds
Employment History
June 2015 to January 2016

        
ROSEWOOD HOTEL
COMPOUND MANAGER

        
Jeddah, Kingdom of Saudi Arabia
· Reports to the Director of Human Resources, in his absence to Human Resources Manager.
· Organizes, plans, and directs the associates at his disposal to maintain, restore, and achieve the commitments and task assigned.
· Is accommodating, is ever alert and physically strong with the highest degree of team spirit.
· Treats the staff as his guest in an equal and proper manner.
· Acts of issues and concerns related to the welfare and well-being of the associates with the utmost care and promptness.
· Ensures a perfect and healthy atmosphere in all the associates’ houses through regular and routines supervision.
· Suggests and/or recommends the areas that could enhance associates’ comfort and well-being.
· Coordinates with Department Heads any concerns about associates.
· Confident, well-dressed, well groomed, pleasant and present himself with perfect personal hygiene.
· Maintains the minimum operating standard and the Rosewood standard.
· Supervises the associates at his disposal. Can delegate a task or part of a task but is ultimately accountable for their performance.
· Establishes the Monthly Duty Rosters. Issues work schedules and submits the vacation plan
· Is responsible for arranging the associates accommodation based on the policy framed by the Management.
· Recommends to the Human Resources Manager on the Matters of terminations, hiring, transfers, drafts of associates evaluations and promotions falling within his field of responsibility.
· Updates the associates’ house occupancy list on a weekly basis and whenever he is required to do so.
· Keeps a proper inventory of furniture and fittings and other equipment available in each apartment.
· Keeps sufficient stock of supplies such as staff linen, towels, cleaning materials, etc.
· Issues associates occupancy list at the beginning of each month indicating the vacant beds and rooms.
· Coordinates with the maintenance department directly regarding any maintenance requirements in writing.
· Ensures availability of water in Compound and Villas and places order to refill.
· Requests the weekly requisition approved by Human Resources Manager and maintains records.
· Is responsible for proper distribution of associates’ linen.
· Implements the welcome formalities for the management personnel upon their arrival and on their return from vacation.
· Follows-up on associates notices and updates information
· Is responsible for training of the compound cleaners
· Reports to his immediate superior of any unsociable or unlawful activities takes place in the compound
· Retrieves the keys and the furniture and fittings in the respective accommodation from the associates upon their departure from the hotel employment
· Collects the electricity bills relevant to all associates houses and submit them to the Accounting Department
· Communicates directly with Sports Centre relating to the recreational area and activities
· Coordinates with the Group leaders and HR related to the arrival of staff
· Carries out surprise room check with the coordination of Security Department
· Is familiar with safety and fire alarms system
· Checks the first aid boxes regularly and maintain stock levels
· Keeps control of the associates’ house keys
· Familiar fully and monitors the fire alarm system
· Assists the HR whenever required
· Controls and monitors operational expenses and takes action aimed to reduce the costs
· Avoids aggressively pilferage
· Checks all the staircases and fire exits are free of any items at all times
· Ensures to the cleanliness of the Gym, TV Rooms, and other community rooms within the compound
· Checks the Gym equipment on a regular basis to see that is in good working order
· Carries out duties that may be assigned from time to time by superiors. (HR DIRECTOR and/or HR MANAGER)
April 2010 up to Nov 2014
                       SETE Energy Saudia For Industrial  Ltd.
CAMP OFFICER


           Jeddah, Kingdom of Saudi Arabia
Office & Housing Support Services Dept.
· Monitors the maintenance of the EXPAT and INTERNATIONAL Staff Camps including hygiene and sanitation
· Supervises the cleaning and maintenance services performed by the external service contractor 
· Raises PR for the purchase of materials or purchase directly the urgent materials for the maintenance works 
· Prepares work orders for maintenance works and follow-up with workshop for execution and for proper completion as well as maintains records of such works carried out
· Follows-up with the utility Technicians for the execution of maintenance works
· Prepare reports, memorandum, and correspondence
· Assigns accommodation based on the category or eligibility of employees
· Maintain Up-to-date inventory of furniture, equipment and other household items belonging to the company, monitor their location and movement, and obtain confirmation from respective residents
· Maintain in good order the sports facilities, laundry, and swimming pool
· Ensure pest control services are provided by the external service provider as required
· Responsible for the preparation and close monitoring of camp budget. Ensure that the expenditure of materials, equipment and services to be within budgetary limit and take immediate corrective action
· Follows-up the Catering contractor for the preparation and serving of daily menu.
· Monitors and Implements the quality, quantity, validity and availability of the food supplied by the Catering  Contractor
· Monitors and Implements the cleanliness and orderliness of the dry, chilled, and frozen food storage areas on daily basis
· Monitors and Implements the cleanliness and maintenance of the restaurant facilities. 
· Ensures the dispatching of meals to the Palace and other project sites on time and in required quantities and good condition of food.
· Monitors the cleanliness of the International Staff Camp including hygiene and sanitation.
· Assists in organizing festivities and other events of the camp.
· Assist for food delivery and shopping for the company visitors.
· Carries out any other work assigned by the HR/Administration Section Head
July 2008 – March 2010

            

KIT & KAYE Catering Service
CATERING SUPERVISOR
             

            Batangas, PHILIPPINES
· Establishes, regulates, and evaluates processes, tasks, and delegate assignments of subordinates.
· Coordinates the entire operation of the catering service during operations.
· Analyses and plans catering sales levels and profitability.
· Organizes and plans marketing activities.
· Maintains a thorough working knowledge of Kit & Kaye F&B and ensures this is upheld at all times through constant observation and coaching.
· Ensures the training & development and updates Kit & Kaye F&B knowledge of all food service staff.
· Carries out any other task defined by the Kit & Kaye F&B or senior management.
· Manages all staff throughout their shift and provides feedback.
· Maintains high standards of quality control, hygiene, and health and safety.
· Performs all duties and responsibilities in a timely and efficient manner in accordance with established company policies and procedures to achieve overall objectives.
· Ensures that all potential and real hazards are reported immediately.
· Reports for duty punctually wearing the correct uniform and name tag at all times.
· Performs any other duties as assigned by the Kit & Kaye Management.
August 2007 - June 2008



Saudi Catering & Contracting       DINING HALL SUPERVISOR / CAMP BOSS       Al-Khobar,  Saudi Arabia

· Ensures high quality of food and high quality of guest service and high standard of hospitality 
· Ensures that accommodation is well maintained
· Implements and monitors strict compliance with the food hygiene, personal hygiene, and work safety procedures in the Dining Hall and the Kitchen
· Maintains up-to-date food item inventory
· Ensures accurate food costing and appropriate  food cost control
· Ensures that the Dining Hall is properly air-conditioned and well lighted.
· Ensures that the Dining Hall and the Kitchen are free from any pest and insects such as flies
· Ensures that the Dining Hall is free from the public health nuisances
April 2006 – November 2006 



Ramo General Trading Co.
RESTAURANT SUPERVISOR             

Lunch Box Restaurant







State of KUWAIT
· Oversaw and coordinated the planning, organizing, training, and leadership necessary to achieve stated objectives in sales, cost, employee retention, guest service and satisfaction, food quality, cleanliness and sanitation
· Handled all Point-of-Sale, Cash and Inventory Management tasks/reports such as sales report, purchases, adjustments, production, and wastages, as well as the time and attendance report
· Ensured that all standards and policies are adhered to at all times. No new policies, changes or modification to existing policies are to be made without bringing the issue with the manager first
· Kept the Manager constantly informed of all developments in the restaurant
· Monitored and improved the internal and external level of customer service
· Marketed and promoted the services of the restaurant
· Maintained and optimized supplier relationship
· Made effort to be knowledgeable about other positions in the restaurant
· Maintained a high standard of personal appearance and hygiene of staff at all times
· Provided a warm and friendly atmosphere to all guests
· Filled-in where needed to ensure guest service standards and efficient operations
· Strived to develop and to train staff in all areas of the restaurant 
May 2004 – January 2006


            GoodFood Catering Company
RESTAURANT WAITER      



State of KUWAIT
· Provides a warm welcome and friendly atmosphere to all guests
· Assists the guests to the table
· Take order systematically
· Applies selling techniques
· Prepares ice cream sundaes, hot drinks and cold drinks
· Serves food systematically to customers
· Performs cashiering
· Washes the dishes
· Clears, cleans, and sanitizes the tables
· Sets-up the tables
· Mops the floor
· Cleans and sanitizes the comfort room
· Maintains cleanliness and orderliness of the dining and kitchen areas
· Thanks the guests
Education 
June 1995 to May 2001 EMILIO AGUINALDO COLLEGE, Manila
Bachelor of Science major in Psychology (gained 147 units/4th year UNDERGRADUATE)
Main subjects include: Industrial Psychology, Business Psychology, Measurement &     Evaluation, Clinical Psychology, Psychometrics, Business Ethics, Computers, English Communication Skills, Computers, and Business correspondence.
Personal Details
39 years old, 5’3”, married, a christian, a filipino, and can write, understand, and speak English.
