AMIRDEEN
E-mail: amirdeen.309622@2freemail.com 
[image: image1.png]


Objective:
To work in an environment which offer a good opportunity to share my knowledge and skills with others and participate myself and work towards for a complete satisfaction of the company. 
CAREER HISTORY
NOV 2014 – PRESENT
MOVENPICK HOTEL APARTMENTS ALMAMZAR, Dubai 





Bellman cum Driver
JAN 2014 – NOV 2014
ROYAL ASCOT HOTEL - DUBAI (UAE)







Office Assistant (Human Resource Department)
Duties & Responsibilities: -
· Securing the Individual files of each team members.
· Issuing memo about hotel policy/ changes/developments/achievements/ events etc.

· Keeping and filing hotel documentations, such as Hotel contracts, team member’s medical contract and others related Accommodation and Hotel files.
· Preparing individual air ticket request get the sign of Head of departments, sending to Purchasing for LPO and confirming their tickets to travel agent.
· Providing team members request for Uniforms and linens to Housekeeping Department.

· Issuing team members Name Badge, locker keys and swipe cards (time card).

· Preparing team member’s application form for Emirates Id and submit to Hotel P.R.O. for application.

· Updating team member’s visa expiry/medical expiry for renewal to avoid penalties.
· Preparing visa application request for the newly hired team members.

· Preparing team members Certification such us employment certificates/salary certificates and NOC etc.

· Preparing offer letter for the newly hire team member/s.

· Preparing/ collecting Departmental attendance sheet for payroll.

· Monitoring the total numbers of team members working/ resigning per department for monthly manning budget report.

· Preparing all HR forms to be use for everyday transactions.
· Assisting HR Manager for some documentation works.

FEB 2012 – DEC 2013
ROYAL ASCOT HOTEL - DUBAI (UAE)







Desk Coordinator (Housekeeping Department)
Duties & Responsibilities: -

· Good knowledge in handling guest requests. 

· Good knowledge of Housekeeping operations.

· Responsible for Departmental keys and guest rooms master cards.

· Responsible for all calls coming to the Desk and to convey the right message to the right person.

· Maintaining records related to day to day operations of Housekeeping.

· Follow up with concerned departments in case of guest requests/ complaints.

· Good understanding of the property management software (E.g. Prologic Software & Touch Cashier etc.)

· Prepare the room discrepancy list (Occupancy report) for Accounts department.

· Post laundry charges to the respective guest folios.

· Prepare monthly sales report for Laundry, Inventory for Linen & Housekeeping supplies.

· Prepare the missing / broken item register.

· Handle the lost and found procedures and all enquiries.

· Coordinate with Engineering / Maintenance department for room maintenance issues.

· Give proper handover to the next shift and mention all responsibilities in detail to next shift staff before leaving.

· Handle the Housekeeping store, checks the stocks of Guest & Cleaning supplies and order if necessary.
OCT 2010 – JAN 2012
PONDICHERRY SRI LAKSHMI JEWELERY – KARAIKAL (INDIA)



Computer Operator cum Cashier

Duties & Responsibilities: -

· Check Daily Stock Details.

· Maintain Daily Sales Report.

· Send Daily Sales Report to General Manager & Branch Manager.

· Update Daily Staff Attendance from Finger print machine to System Database.

· Billing & Cash Handling.

· Any new Jewels arrival entry to system Database.
MAY 2009 – SEP 2010
DOT COM NET CAFÉ & SYSTEM SERVICING – KARAIKAL (INDIA)



Internet Café Operator

Duties & Responsibilities: -

· Assist customers when they have trouble or questions using computer software such as Microsoft Office, Adobe software and all software that are being used in the cyber cafe.

· Provide services such as project works, DTP works, printing, downloading and all other operations provided by the cafe.

· Keep accurate records of logs and inventories of the shop.

· Time customers of the number of minutes or hours they will use the computer or internet.

· Troubleshoots different kinds of computer issues.

· Assembling system & Installing hardware and software in system.
Academic Profile:
· Diploma in Computer Engineering (75%)

· Higher secondary passed (87%)
· SSLC passed (70%)
UAE Driving License:
· Place of issue

: Dubai

· Types of Vehicle
: Light Vehicles (Manual)
· Validity until

: 10/07/2023
Linguistic Ability:
· Read and Write 
: English & Tamil.

· Speak


: English, Tamil, Malayalam & Hindi.
Personal Profile:
· Father name

: Lakathali

· Date of Birth

: 16/04/1988

· Gender

: Male

· Religion

: Islam
· Marital Status

: Married
· Nationality

: Indian



Declaration: 

I hereby declare that all the information provided by me in this application is factual and correct to the best of my knowledge and belief.







                          
                                                                                 Yours truly,
                                                                                                
                            Amirdeen
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