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                    RESUME
RIYAZUR 
Riyazur.345822@2freemail.com

OBJECTIVE:
To work in a challenging environment where I can improve my customer relations and management skills and subsequently gaining knowledge and continue to the growth of the organization.

EDUCATIONAL QUALIFICATION:

· PGDCA In Manonmaniam Sundaranar University, Thirunelveli, from Oct  2011 to Nov  2012   
· B.A (History) in Jamal Mohamed College, Trichy, from April 2008 to March 2011
WORKING EXPERIENCE:  (4 Years)
· Working as a House Keeping Supervisor in B.S.Abdur Rahman University., Chennai from Jan 2013 to 2016
· Worked as an Office Assistant in CSC Computer Education (P) Ltd., Mudukulathur from Oct 2011 to Nov 2012.
COMPUTER SKILLS:
· Ms-Office

· DTP

JOB RESPONISBILITIES:
· Manage the day to day cleaning service for the site ensuring all areas are cleaned to the requirements in the specification. 
· In conjunction with the Superintendent produce daily and periodic cleaning schedules for cleaning staff.

· Complete weekly timesheets and submit to the Superintendent.

· Manage leave requests and sickness absence of the cleaners. 

· Carry out stock checks of consumables, place orders. 

· Assist in undertaking health and safety risk assessments on the cleaning functions, making appropriate recommendations for change or improvements.

· Maintain appropriate records, manual and computerised, for all cleaning works

· Be proactive looking for continuous improvement and innovation in all aspects of the job

SKILLS / STRENGTH:

· Well disciplined and time conscious 

· Being good efficient person in working institution 
· Passion to meet challenges

· Willingness to work hard for self and institutional development 

PERSONAL INFORMATION:

Gender




: Male 

Marital Status 



: Single

Nationality 



: Indian 

Languages known 


: English, Tamil 

DECLARTION

I hereby declare that the information given above is correct and complete to the best of my knowledge and belief.

Date:









Yours Truly,                      
Place: 
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