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MAINUDDIN 
OBJECTIVE:

To obtain a challenging task as a staff where I could
 utilize my knowledge and experience to obtain professional growth as well as contribute to the growth of the organization.
WORK EXPERIENCES:
Presently working as Project Manager in City (LLC) Since Dec.2015 to till date.

Project Manager 




Dec.2014 to Dec.2015

Arenco Tower (LLC)
Project Manager(Cleaning) 15 May 2014 to 20 Dec. 2014.
Abu Dhabi Airport
SERVEU LLC
Daily tasks, roles, duties and responsibilities

Ensures smooth operation of various processes that contribute to the production of goods and services of an organization. Obviously, the role of an operations manager is very wide and encompasses many operational areas. While other employees can focus on a specialized area of operation (for example, finance and systems support), an operations manager typically wears multiple hats and does a bit of just about everything.

Logistics management: 
Ensures that the machinery and equipment used have the ability to produce goods and services for the client at an acceptable standard. The operations manager also coordinates with the quality assurance personnel to ensure that the goods meet an acceptable standard and generates positive feedback from clients. To be interact with the employees, prepare reports on the current condition of logistics, and decide on the next course of action.

Budget management: 
Obtain the requirements for logistics and coordinate with the finance department to obtain the necessary approval for the budget. To be ensures that quality equipments are procured within the budget.

Operational strategizing: 
Apart from logistics management, the operations manager plays a key role in chalking out the overall operational policy. For example, could determine the types of equipments needed to fulfill the organizational quality policy. Also formulate suggestions on how to make an optimum use of the resources of the organization (for example:  Enterprise Resource Planning and Supply Chain Management).

Manage support services: Each support service has its own set of capabilities and key responsibility areas that finally contribute to the organizational goal. Plays a vital role in maximizing the output of the various support services such as, IT, finance and HR. For example, may—in consultation with the IT services personnel—procure Servers that helps the organization store huge amount of confidential data in a secure manner.

Managing third party relations: 
An organization may make use of different third party services, such as security, administrative assistants, and office conveyance. To be ensure that standard procedures are followed when third parties are hired. Also, needs to ensure that the necessary administrative and legal formalities are completed. Lastly, to be ensures that the third party properly executes the agreed terms and conditions.

Job Responsibilities:
Project Manager
Project Manager(Cleaning)Nov 2012 toMay 2014
Noor Islamic Bank
SERVEU LLC Facilities Management 

· Analyze and plan housekeeping schedules and programs ensuring proper distribution of assignments and adequate staffing, supplies and equipment for subsequent performance of duties

· Represent department in first step grievance proceedings

· Develop and implement organizational structures and operating plans and procedures to achieve programs goals

· Monitoring effectiveness and efficiency of operation within the established framework and making adjustment as necessary

· Recommends solution for operational problems in work schedules, non-routine services, and personnel utilization and non-schedule jobs

· Recommends policies company values and procedures for housekeeping operations

· Plan and conduct meeting with subordinates to ensure compliance with established practices

· To implement new policies and to keep employees abreast of current standards and procedures

· Recommend guidelines to determine acceptable cleanliness level to the facility, monitor and participate in inspections.

· Maintain interface with all department heads and administrator to ensure compliance with housekeeping standards and procedures

· Train employees in proper housekeeping procedures and appropriate performance of duties

· Analyze training needs and determine most effective course of action to address deficiencies.

· Evaluate and make recommendations concerning cleaning products and equipment under study

· Order and maintain sufficient inventory of housekeeping supplies and equipment.

· Supervise housekeeping supervisors in the cleaning of assigned areas.

· Attend inspection rounds with Quality Management representatives to ensure compliance with established facilities sanitation standards.

· Delegating authority to subordinate supervisors and holding them responsible for the performance of their respective organizational units.

Senior Cleaning Supervisor
April2012 to Nov.2012
ETISALAT Abu Dhabi
Serveu LLC Facilities Management 
Job Responsibilities:
· Plan work schedules, hours, areas of work, and job duties to ensure adequate housekeeping services are rendered to all areas. 

· Interview, select, hire, evaluate, and recommend termination of facility housekeeping personnel in accordance with facility standards.

· Orientate, train, develop, and supervise of all supervisory/Housekeeping staff under span of control. 

·  Regularly inspect and evaluate physical condition of facility; recommend painting, repairs, and furnishings. 

· Provide monthly administrative progress reports relative to short term accomplishments, future short term plans and staff education/training. 

· Report unsafe conditions and conduct research to improve housekeeping technology. 

· Conduct regular staff meetings and communicate with members of other departments to coordinate housekeeping activities.

· Schedule major project work, assuring that adequate staff and supplies are available to perform said tasks. 

· Maintain and support facility goals and objectives as they relate to third party patient survey process. Coordinate all outside services relative to the Housekeeping department (i.e. pest control, Rope access window glass cleaning, medical waste, solid waste, document destruction and recycling program and used oil disposal)

WORK EXPERIENCES
Housekeeping Sr. supervisor

                   Oct 2010 to April 2012
ARENCO TOWER, INDEX TOWER,THE TOWER,AL MERAIKHI TOWER,AL MOOSA TOWER,LIME STONE,MILLENIUM TOWER,PARK PLACE,BURJ DAMAN TOWER,CREEK TOWER,MONARCH HOTEL,DIFC,FITNESS FIRST DUBAI,AL KHAIL MALL DUBAI .
Serveu LLCFacility Management


Job Responsibilities

· Updating manpower list, cleaning schedule, work allocation and subcontractor man hours
· Prepares monthly requisition, consumption and inventory on other related operational requirements.
· Keeping machineries records pertaining to cost maintenance and its repair / services.
· Conducts monthly minutes of meeting 
· Co-ordinate with operation manager 
· To train, coach, develop and motivate subordinates to meet and exceed companies and client expectations.

· Maintain records in the assigned areas for communication, improvement and auditing purposes, prepares staff duty roster, weekly and monthly report, checks supervisor checklist and handover to QA manager.
· To safeguard and control all company assets in an efficient way to meet procedures and departmental budget

· Interacts and coordinates with all other section and other service providers.

· Conducts on the job training, yearly staff performance appraisal and evaluating subcontractors.
Housekeeping supervisor / Sr. SupervisorSep 2003-March 2009
CLEANCO SERVICES
P.O. Box-429, Dubai U.A.E.
Job Responsibilities
· To supervise, coordinate and maintain high standard of cleanliness and hygiene in the assigned areas

· Ensures that all staff carries out cleaning in the assigned area and areas are maintained to the specified level of cleanliness to achieve claint satisfaction in accordance with the standard operating procedures.
· Check the daily routine and schedule work is carried out and ensures the quality of the cleaning is up to the set standard.
· To supervise maintenance and service of equipment on a regular basis and assure all set safety & security procedures are adhered to

· Report any damage or breakage of property and follow up on maintenance report

· To safeguard and control all company assets in an efficient way to meet procedures and departmental budget

· Attend departmental meetings and training sessions and operate in accordance with the instructions received.
· Conducts on the job training, yearly staff performance appraisal and evaluating subcontractors.
· Interacts and coordinates with all other section and other service providers.

· Maintain records in the assigned areas for communication, improvement and auditing purposes, prepares staff duty roster, weekly and monthly report, checks monthly material requisition, consumption and inventory.

· Updating manpower list, cleaning schedule, work allocation and subcontractor man hours
· To train, coach, develop and motivate subordinates to meet and exceed companies and customers expectations.

· Keeping machineries records pertaining to maintenance and its repair cost.
ACHIEVEMENTS:
· Received employee of the year recognition award from CLEANCO. In 2007
· Awarded Employee of the month of April 2007.

· Certificate of Appreciation from Sahara Center Mall on 31 May 2003
· Appreciation letter from ADNOC  in 2002 Abu Dhabi
· I wasa treble shooter in CLEANCOfor the new projects.
· Appreciation from Al CLEANCO for bring a wonderful cleanliness -Aug 2008
TRAINING COURSE ATTENDED:
· Supervisory Skills
· Problem Solving

· First Aid 
· Performance Appraisal

· Supervisor leadership 

· Fir Warden
· Risk Assessment Training 
· Operate all kinds of high level cleaning equipments like Ride on scrubber drier, Ride on sweeper machine & carpet shampooing machine etc.)From Taski,Al bariq,Inter care,Wiking Gulf, Continental Trading).
EDUCATIONAL BACKGROUND:
B.A.(Arts)History MagadhUniversity:  2001
Intermadiate from-DAV Collage Siwan-1998

B.D.B.High School Panchbenia   1996

Diploma (Computer MS-Office)
TECHNICAL EDUCATION     
Diploma in Electrical Course from Mukul I.T.I Electrical & Electronics-1998 - 1999

Personal Data:
Birth Date



: 06 April 1976
Driving License  


: Under process (light vehicle)

Nationality



: Indian
Visa Status       


: Employment Visa 
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