        CURRICULUM VITAE        
N.SYED 
Career Objectives 
A position in a result-oriented organization that seeks an ambitious and career conscious person, where skills are utilized to the optimum levels
Conversant with UAE in 16 + years extensive experience in Administration & Cleaning Field with 
Solid team spirit and leadership, effective in narrative reports, innovative strong negotiation skills, organized, self-motivated and energetic

PROFESSIONAL EXPERIENCE

Senior Supervisor of Support Services

Al Baraha Hospital (JCI Certified) 
March 2012 - Till Date   
Responsibilities 

· Participating in JCI Accreditation in Hospital, Joined working with Infection Control team, Administration, Support Services, Pest control, FMS and KPI teams 
· Joint ventures with Customer Service Department
· Checking the Quality of Cleaning in Hospital All Areas Including Outpatients Areas, Wards, Operation Theaters, ICU, CCU and NICU Units

· Controlling Laundry Services like Sending dirty Linens and receiving Cleaned 

· Controlling Security Guards, Office Boys and Deploying the Necessary Places

· Maintaining the daily attendance of Cleaning workers, Security Guards, Office Boys, Porters and Messengers

· Maintaining the Hospital’s Clean and Dirty Linen Record (Sending and Receiving to Laundry)

· Follow up the Instructions from Infection Control division to the Out sourcing Staff

· Follow up the Cleaning Workers how they are handling Chemical Dilutions, PPE and HSE

· Follow up the Pesticide programs 

· Follow up & Giving Training about General and Bio hazard waste Collections

· Giving the training of Hazmat, Hand hygiene, PCI, After Discharge and General cleaning 

· Planning the special cleaning and External Glass cleaning with Cleaning Supervisors

· Giving the Hazardous alertness and Spill Management training to cleaning workers

· Giving the PPE, BFHI, HSE,COSHH ,JCIA & Fire Procedure training to Cleaning Labors

· Giving the Air, Water and Contact borne Precautions Training to Cleaning Workers
· Follow up the Chemicals MSDS and Chemicals Inventory 
Operations Manager (Cleaning)


QBG Services, Abu Dhabi, UAE.









August 2011 – February 2012

Responsibilities
· Manage Cleaning in Hotels, Banks, Offices, Schools and Shopping Malls which we have contracts, Site Survey 

· Participate with Annual Budget and Business plan 

· Maintain daily Cleaning schedule and reporting to Higher Admin.

· Maintain the relationship between the workers and customers

· Maintain the inventory of workers and the work.

· Following the safety of the workers from Chemicals and Risk Works.

Operations Manager


AL SADIYAT MAINT& CLEANING EST, 









Dubai, UAE.








March 2006 – August 2011

Responsibilities
· Manage Cleaning in Hospitals which we have contract like Al Baraha Hospital, Al Maktoum Hospital, Ministry of Health all Primary Health Centers and Department of Health all Primary Health centers and UAE armed forces(Land Force camps), Schools and Shopping Malls.

· Manage Office boys which we have contract like Abu Dhabi Commercial Banks in Dubai, Ministry of Labor and Ministry of Health.

· Maintain daily Cleaning Schedule and reporting to Higher Admin. 

· Maintain the relationship between the workers and customers

· Maintain the inventory of workers and the work.

· Following the safety of the workers from Chemicals and Risk Works.

· Participate with Annual Budget and Business plan 
Office Administrator




AL SADIYAT MAINT& CLEANING EST,









Abu Dhabi, UAE.









October 2004 – February 2006

Responsibilities
· Organizes work by reading and routing correspondence, collecting information, initiating telecommunications                      

· Completes requests by greeting customers, in person or on the telephone, answering on referring inquiries

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level;

· Anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Maintains department schedule by maintaining calendars for department personnel;

· Arranging meetings, conferences, teleconferences

Cleaning Site Supervisor cum store keeper
AL SADIYAT MAINT& CLEANING EST
Abu Dhabi, UAE.








April 1999 – September 2004

Responsibilities
· 
Controlling the Cleaning performance and cleaning staff

· 
Assign the cleaners in necessary places 

· 
Maintain the stock of cleaning items and machines

EDUCATIONAL QUALIFICATION



BACHELOR OF BUSINESS ADMINISTRATION (Second Class)



University of madras – Chennai, India


June 1991 – May 1994
PERSONAL INFORMATION

Date of Birth

:
09.07.1972

Sex


:
Male

Nationality

:
Indian

Marital Status

:
Married

OTHER SKILLS
Knowledge of Microsoft Office applications (Excel, Word, Access, Power Point, Access and Internet)

LANGUAGE KNOWN 

Tamil - Mother Tongue


English - Good Reading & Writing skills


Arabic, Hindi, Malayalam Speaking skill
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