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OBJECTIVE:
· To put into practice my knowledge mainly in the field of Hotel and Restaurant Management as well as to have continuous growth, skills enhancement and development.
PERSONAL INFORMATION:

Date of Birth:

August 9, 1985

Age:



30 years old

Gender:


Male

Citizenship:


Filipino

Height:


5’5”
Civil Status:


Single

KEY SKILLS:
· HR Housing Processes 

· HR Housing Management and Policy Implementation

· Employee Engagement and Welfare

· Disciplinary 

· Pre-opening Background

· Knowledge in MS office(word, power point & excel) Adobe Photoshop

Professional EXPERIENCE:

· HOUSING SUPERVISOR
Reporting Line: Cluster Director of Human Resources
Anantara Sir Bani Yas Island Hotels


Desert Islands Resort and Spa by Anantara – 5* Hotel


Al Yamm Villas by Anantara – 5* Hotel


Al Sahel Villas by Anantara – 5* Hotel

Abu Dhabi, United Arab Emirates

January 1, 2014 up to the present
Job Description:

General Housing

· Overall in charge of the Employee Housing with total room capacity of 195 rooms & public areas.
· Responsible in room allocation of new associates, contractors and visitors.

· Coordinating and following up to maintenance team in the island & engineering department for any maintenance issue in the accommodation.

· Liaises with  contractor for pest control on regular basis. Tracking list of bed bug rooms.

· Responsible for requisition in the store of materials for accommodation & for new associates.

· Ensure overall cleanliness of the staff accommodation by doing walk around 2 times per day.

· Meeting the new associates when they arrived in the housing and show around in the housing for information, facilities and areas in accommodation.

· Generate Housing policies for the approval of the Director of Human Resources
· Implements policies and making sure that proper follow up and maintenance are being made.

· In charge of all administrative tasks of the Housing such as monthly reports, inventory, monthly inspection, maintenance report and disciplinary.
· Ensure in checking rooms for any departure/ resigned associates for inventory and any damages in the room for clearance.

· Assist and planning annual budget Capex with HR director regarding expenses in accommodation.

· Coordinating in laundry for staff accommodation regarding washing of linens.

· Managing three Housing Attendants and all Housing related transactions to the Island Developer in Charge. Planning Duty roster in housing team.
· Ensure that Staff Village problems & maintenance (public areas, cafeteria, gym, laundry & kitchen) are responded immediately.

· Preparing monthly training calendar to train housing associates to become multi skilled in all facets of Staff Village management.

· Initiate measures to minimize all wastage of materials and amenities are used in the Staff Village.

· Ensure that proper key controls are in place.

· Control overtime through good management and immediate response to problems.

· Provide overall assistance to HR/Training  & admin work in the office as requested.
· Arranging gate for new associates, contractors and visitors.
· Assisting and helping other departments (Housekeeping, Front Office, F & B Stewarding if the hotel is busy.

· First aider & fire Warden.
Employee Engagement and Employee Welfare

· Member of the Employee Welfare committee 

· Arranging and planning the monthly activities calendar & making poster for activities  in housing for approval of HRD & HRM.

· Responsible in identifying ways on how to drive the staff monthly activities.
· In charge of all activities happening in the Staff Village such as monthly BBQ parties and sports tournaments.

· Responsible in staff accommodation monthly activities and social events, games and tournament happening in the housing.

· HOUSING ATTENDANT
Reporting Line: Assistant Housing Manager

Anantara Sir Bani Yas Island Hotels


Desert Islands Resort and Spa by Anantara – 5* Hotel


Al Yamm Villas by Anantara – 5* Hotel


Al Sahel Villas by Anantara – 5* Hotel

Abu Dhabi, United Arab Emirates

Date: 


Job Description: 

· Ensure that all public areas including reception, gym, front and back area of A & B Block; parking area; hallways, front and back area of C & D Block are properly cleaned at all times.

· Prepare all the rooms or beds for new arrival staff.

· Report all maintenance/repair requests to the Accommodation Supervisor.

· Maintain a log book for all cleaning materials/equipment borrowed by the associates.

· Maintain a log book for all sports equipment borrowed by the associates.

· Conduct monthly inventory of furnitures, fixtures, appliances, linens, cleaning materials, etc. as applicable.

· Ensure that proper key controls are in place.

· Report any fire or safety hazard to Accommodation Supervisor.

· Follow and recommend measures to minimize all wastage of materials and amenities are used in the department.

· Provide overall assistance to HR/Training as required.

· Mount Sea Grand Resort (TANZA, CAVITE)

Received a Certificate as a Concierge from April 16, 2007 to

June 29, 2007

SEMINARS / ORIENTATIONS ATTENDED:

· Certificate for Hotel Orientation Program 

Century Park Hotel, Manila 


August 25, 2005

· Certificate for Hotel Orientation Program for Front Office Operation and Housekeeping Overview 

Manila Pavilion Hotel, Manila


December 20, 2005

ON-THE-JOB TRAINING:

· Cherry Blossoms Hotel

Housekeeping Department

Received a certificate for accomplishing 350 hours required OJT

EDUCATIONAL ATTAINMENT:

TERTIARY:  
International School for Hotel & Restaurant Management




Hotel and Restaurant Management




Bacoor, Cavite  

2005- 2007 (April 10, 2007)

SECONDARY: 
Cavite National High School


   
Caridad, Cavite City 

1998- 2002
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