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Roceliza 
Address:  UAE-DUBAI
Email Address: Roceliza.333680@2freemail.com 
Objectives:  “To enhance my professional skills in a dynamic and stable workplace”
Highest Educational Attainment:



3rd Year College Siena 

College of Taytay Bachelor of (Science Major in Management)

Stamped Authenticated by the UAE Ministry of Foreign Affairs
Career History and Work Experience
July 2014 up to December 31,2016                  
Maid .co cleaning comp

UAE Dubai (Senior Supervisor) 
· Bringing expertise in managing daily cleaning operations to deliver exceptional service and increase financial profitability   

· Provide assistance to all the staff including trainings/meetings
· In charge of schedule of all staff and drivers

· Dealing with the clients and booking

· Handling customer complaints 
· In charge of day to day operation
· Answering calls and queries.

· Administration works filling of documents 201 files of all employee   

· Report to the manager to tackle some related duties  

February May 2011 to May 2014
MAB Facilities Management L.L.C
UAE. DUBAI (Senior Supervisor) - Dubai Mall

Job Description
· Provide assistance to the Housekeeping Manager in ensuring the highest standard of guest care, cleanliness & maintenance throughout all guest areas is delivered at all times.

· Provide direction and support to all housekeeping supervisors, room attendants, public area attendants & HK order taker, to ensure standards and departmental policies and procedures are followed consistently.

· Ensure all housekeeping associates are fully trained in the set standards of cleanliness and guest care.

· Handle and resolve guest concerns quickly, logging and coordinating with the proper areas.

· Ensure maintenance concerns are reported and addressed promptly.

· Actively contribute in achieving department objectives and demonstrate a high level of innovation to ensure continuous improvement in the department’s operation                                                 
February 2009 to May 2011



Crystal Spik and Span Cleaning LLC P.O. Box No. 241719,
 Dubai UAE (Housekeeping supervisor)
Job Description:




· Training and helping new employees

· Evaluating the performance of employees to maintain specific  standards

· Monitoring the task of each cleaner in work area

· Able to carry out simple instruction from the client

· Monitoring the stocks and supplies

· Handles client complaints

· Inspects housekeeper hygiene prior to their shift (for boys: clean cut and shaves, for girls: hair must be neat or be wearing hairnet)

· Teaching the unique way of how to clean and make up beds with clean linen prescribed by manner

· Teaching the standard way of high and low dusting

· Maintaining the high quality standard of cleanliness and orderliness of a respective assign place.

· Satisfy the need/expectation of the client towards good housekeeping task.

· Stand as an officer in the absence of the manager

· Always reports to the manager to tackle some r related  duties

February 2007 to February 2009       


Fours Interior Trading Culver
 St. Cainta Rizal (Sales Representative)
Job Description:

· Visit prospect clients to present and make negotiation about the feature products.
· Give and show samples to prospect clients.
· Inform the clients about the products, prices, warranty, durability etc.

· Make presentation to clients and advice what’s suitable for them.

· Arrange orders and reservation for the products

· Make negotiations about the price, standard, quality for your prospective clients.
January 2005 to January 2007
King Faisal Hospital 
Kingdom of Saudi Arabia (Storekeeper)
Job Description:
· In charge of inventory.

· Monitoring of stocks and supplies.

· Handling housekeeper’s needs.
March 2002 to March 2004

 PEP'S BAR AND RESTAURANT, Arnaiz ave.
 Makati (supervisor) 
Job Description:




· Receive payments of the customer and log it to the cash register.

· Provide receipt, change and other billing statement.

· Prepare customer’s bill.

· Turnover the sales for the day to the duty manager.

· Greets the guest as they arrive and assist them to their seats. 

· Provide the menu and inform the customer about the menu for the day. 

· In charge of the schedules for dinning reservations.

· In charge of the inspection and maintain the cleanliness of the dining facilities.

· Assign waiters and personnel to clean the the tables and facilitate the customers needs. Team Leader

· In charge of training employees.

· Store inventory and maintain average store

· Sales per month. 

· Handling store inventory and monitoring of stocks and supplies.

· Person in charge while manager is out. 
June 1992 to July 1995

Holiday Inn Manila

Ermirta Manila (Housekeeper)


Job Description:





· Performs a variety of cleaning operations to

· Maintain assigned areas in a sanitary, orderly
· And attractive conditions.

· Receive daily cleaning assignments; obtain materials and supplies from housekeeping store room, stocks service cart.
· Cleans assigned area by washing and furnishing floors and equipments.

· Cleans and make up beds with clean linen in prescribed manner or when directed by supervisor.

· Reports any mechanical failures/discrepancies or unsafe condition in his assigned area.

· Performs all other related duties as assign
Professional Skills
                            
· Management of Personnel Resources
· Profound ability to anticipate client’ needs and respond appropriately

· Excellent written and verbal communication skill

· Highly organized and detail-oriented

· Time Management
· Ability to multitask
· Management of Material
· Close attention to detail
· Reading Comprehension
· Active Listening
· Coordination

· Instructing
· Judgment and Decision Making
· Systems Evaluation
AREAS OF EXPERTISE

· Customer Service

· Cleaning

· Health & Safety

KEY QUALIFICATIONS

·  8+ years’ experience in housekeeping experience with increasing responsibility

·  Record of hiring, training and developing staff in hospitality services provision

· In depth knowledge of supervising staff to ensure cleanliness and tidiness of premises

· Proficient in responding to guests’ queries and resolving problems efficiently

