To, 

The HR Manager 

Human Resources Department 
Respected Sir/Madam, 

Application for the post of Housekeeping Senior Supervisor 
                        I would like to introduce myself as a most confident and able member in the hospitality industry. Being in this industry since last 6 and half years with very good exposure on quality and standards, now looking for better opportunities. I am herewith enclosing my resume for your kind consideration. Here I would like to assure you best of my services to the utmost satisfaction of my superiors if given an opportunity. 

Looking forward to meet you for a personal introduction. 

Thanking you, 

Sincerely, 

(venkataRamana) 
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VENKATA     
EMAIL: venkata.325053@2freemail.com 
Visit Visa Expiry Date   09/01/2017      
OBJECTIVE
                        My objective is to work in a company that has a strong vision on growth and which offers  me  opportunity to exhibit my potential and efficiency. A company that recognizes good work and provides opportunity for career and personal growth                                                                                                                                                                                                                            

WORK EXPERIENCE
Worked with SRG Group of Hotels  Dammam Palace  Hotel, Dammam City ,Saudi  Arabia as  a Housekeeping Manager [In Charge] from  February26.2014 To June 19.2016
Job Profile: - Reporting to General Manager.
· Attending Morning meeting.
· Daily briefing with staff to ensure stable level of work performance.
· Attends and representing the staff at Housekeeping meetings, maintaining effective communication within the department.

· Cleanliness and hygiene as per laid down standard,

· Cleanliness & maintenance of public areas and offices.

· Co-ordinate with laundry, Linen and uniform room operations.

· Checking of long staying, VIP in-house guest rooms & VIP arrival rooms.

· Ensure that all the operational standard procedures/guidelines set for all the processes/activities/situations are followed (Key Control, Lost & Found etc).

· Co-ordinate with the Front Office on releasing of rooms and special guest requests.

· Monitor productivity standards and Schedule staff in order to optimize manpower.

· Co-ordinate with engineering for pending maintenance.
· Maintain Lost and Found Registers.

· Complaints analysis reports. Monthly inventory keeping record.
· Purchase, re-order and maintain housekeeping supplies and inventory

· Responsible for requisition & cost controlling, maximum utilization of the supplies & regulation of  cost per room in the hotel, Chemical dilution and control of cost
· In terms of energy controlling audit weekly basis.
        Worked   ITC  Group of hotels  Fortune Select Grand  Ridge Hotel  as a  Housekeeping Senior  Supervisor [Preopening team member] October 01 .2012 To February 14.2014
Job Profile: - Reporting Executive Housekeeper
· Part of the pre-opening team, efficiently handled the operations from project to running stage.

· Monitoring and auditing the rooms to provide defect free rooms to the guest.
· Providing training & guidance to staff pertaining to duties & safety aspects Capturing guest preferences through daily guest interaction & observations to dazzle & delight the guest.

· Heading the team in absence of executive housekeeper,

· Conducts briefing for Housekeeping Attendants.

·   Inform the Executive Housekeeper about any damage or theft, loss to Guest Rooms.
·    Supervises daily, super cleaning and periodical cleaning of rooms.

·  Conducts on-going training and coaches all employees and maintains all records.

·  Reports maintenance defects and follows up.
·  Reports Rooms requiring upgrade to the Executive Assistant Housekeeper.
·  All lost and found articles are reported immediately to the desk coordinator
      Worked with Taj Group of hotels The Gateway Hotel, Vijayawada as a Housekeeping  Supervisor   from   October 01.2009 To  September 3.2012 

      Job Profile: - Reporting  Executive Housekeeper
· Conducts briefing for Housekeeping Attendants.

· Inform the Executive Housekeeper about any damage or theft, loss to Guest Rooms.

· Ensures areas of responsibilities are maintained with high level of cleanliness.

· Supervises daily, super cleaning and periodical cleaning of rooms.
· Coordinates Single Entry System with Room Service, Laundry, Maintenance, and Front Office.

· Supervises and coordinates pest control, flowers, plants and periodical cleaning operations in rooms.
· Cleaning of rooms in emergency situations.

· Inspects for cleanliness, proper amenities placement and Room setup and maintenance defects.

· Reports Room requiring upgrade to the Executive Assistant Housekeeper.

· Always acknowledges guests with a courteous greeting with a smile ensures his/ her staff do the same

· All lost and found articles are reported immediately to the desk coordinator
PROFESSIONAL TRAININGS ATTENDED:
· Worked as an Industrial Trainee at THEGATEWAYHOTEL (Taj Group of hotels)

  MG Road, Vijayawada” for 22 weeks in 2009

· Done Three months special departmental training in housekeeping department  THEGATEWAYHOTEL.

ACADEMIC & PROFICINAL QUALIFICATION
· Done Diploma in Hotel Management, from Deepthi Institute of Hotel Management (DIHM)   Kakinada2009.

· SSC from Tabitha Ideal High School.
· Degree B.A Nagarjuna Univercity.
COMPUTER PROFICIENY: 

· Comfortable working on software like POS, MMS, Springer Miller Systems (sms) PMS (Property Management System) - First time in India. And IDS and OPERA I can work with these all software’s.
· Proficient with MS Office (word, excel and power point)

ACHIEVEMENT AWARDS:
· Appreciation Letter for wow service ITC Chairman’s visit.
· I am the  number when the fortune got best hotel award in andhrapradsh 

· Best employee of the month fortune select grand ridge hotel.
· Two Times Best Employee in Gateway.
· And I got one silver and gold star points in gateway hotel.

· Fortune face of the month in Fortune hotel.
· I got certification [course] PMS - IDS version 6i Program.
KEY QUALIFICATION SKILLS
· More than Six and half years of functional knowledge in the hospitality industry.
· Ability to manage the work presser.

· Hands on experience in training staff in hospitality services provision.

· In depth knowledge of supervising staff to ensure cleanliness and tidiness of premises.
· Monthly Inventory Budgets.

STRENGTHS: REFERENCE
· Working with full responsibilities

· Zeal of work with optimistic attitude and take risks.

· Temperature is good even in different situation
· Hard working and target / goal oriented
        PERSONAL DETAILS:

Date of Birth                      :                 15thMarch1991                         
Nationality                         :                  Indian                                   
Mother Tongue                 :                 Telugu  

Marital Status                    :                 Unmarried 
              


 Visit Visa No                      :                 180325687
Visa Expiry Date               :                 09/01/2017                                         
Languages Knows            :                 Telugu, English, Hindi, Arabic 
Hobbies 
                  :                 Playing Cricket & horticulture and planting 
Permanent Address         :                V. VenkataRamana, S/O Chakrarao,  Gokiwada 
                                                           Pithapuram Mandalam .Kakinada, East Godavari Dist., A.P, India.

Declaration:-

             I hereby confirm that all the information given in these curriculum vitae is true & correct as per best of my knowledge.
�








