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 Profile 

Outgoing, enthusiastic and professional individual with a positive attitude and a strong work ethic. 

Over 7 years active administrative positions in 4/5 star hotels, including solid knowledge of various operation requirements and reporting procedures.

 Professional Experience


  Sodexo Facility services pvt. Ltd.  from August 2016 to till date.
Position: Facility Executive (O.P Jindal Global Law University, Sonipat)

· Assisting Facility manager after Operation Manager.
· Handling more than 200 associates and 13 supervisor’s.
· Making the duty roasters of associates and Supervisor’s, leave planning.
· Inventories stock to ensure adequate supplies.
· Dealing  with suppliers to deliver the supplies as and when required.
· Cost cuttings and proper uses of chemicals, machinery and cleaning equipment’s
· Managing Housekeeping Operation & Budget.

· Assists & supervising an effective inspection program for all classrooms and public space.

· Training and development of the supervisors and associates.

· Handling the clients complaints and ensuring the expectations

· Coordinating with engineering and FMO for smooth operation.
· Developing and implementing procedures, control systems for maintaining hygiene and quality standards.

   Xclusive group of Hotels, Dubai (4*hotel) from August 2015 to till june 2016

Position: Housekeeping Supervisor/ Acting Executive Housekeeper.

· Managing Housekeeping Operation & Budget.

· Inventories stock to ensure adequate supplies.

· Making systems for smooth functioning. 

· Understands and complies with loss prevention policies and procedures.
· Assists in supervising an effective inspection program for all guestrooms and public space.

· Manages linen inventory and guest supplies and assists in the ordering of supplies as necessary.

· Observes service behaviors of employees and provides feedback to individuals; continuously strives to improve service performance.

· Handles guest problems and complaints seeking assistance from supervisor as necessary.

· Assists in the review of comment cards and guest satisfaction results with employees.

· Responsible for all operational related training & equipment operating for all team members.
· Coordinating with front office and engineering.

· Analyzing guest complaints and making systems so that it does not occur again.

· Making training updates at the end of every month for the record.

· Developing and implementing procedures, control systems for maintaining hygiene and quality standards. 

· Planning housekeeping duty rosters of staff for various housekeeping activities. 

· Accountable for handling the guest rooms, laundry, pest control operations. 

· Monitoring inventory levels, and checking equipment for perfect working order.

· Under the general direction organizes, directs, manages, and evaluates operations in 
areas of Housekeeping, work and motion study, SOP's for the site.

· Dealing with third party, contractor helping in the daily operation (Laundry, AC, Pest controlling, garbage ,Glass cleaner).
            Four Points by Sheraton, Dehradun  From Feb 2014 to July 2015.
Position: Housekeeping Supervisor/ Acting as Assistant Executive Housekeeper.
Joined as pre-opening Housekeeping Supervisor, acting as Assistant  Executive Housekeeper..

· Managing Housekeeping Operation & Budget.

· Inventories stock to ensure adequate supplies.

· Making systems for smooth functioning. 

· Understands and complies with loss prevention policies and procedures.
· Assists in supervising an effective inspection program for all guestrooms and public space.

· Manages linen inventory and guest supplies and assists in the ordering of supplies as necessary.

· Observes service behaviors of employees and provides feedback to individuals; continuously strives to improve service performance.

· Handles guest problems and complaints seeking assistance from supervisor as necessary.

· Assists in the review of comment cards and guest satisfaction results with employees.

· Responsible for all operational related training & equipment operating for all team members.
· Coordinating with front office and engineering.

· Analyzing guest complaints and making systems so that it does not occur again.

· Making training updates at the end of every month for the record.

· Developing and implementing procedures, control systems for maintaining hygiene and quality standards. 

· Planning housekeeping duty rosters of staff for various housekeeping activities. 

· Accountable for handling the guest rooms, laundry, pest control operations. 

· Monitoring inventory levels, and checking equipment for perfect working order.

· Under the general direction organizes, directs, manages, and evaluates operations in areas of Housekeeping, work and motion study, SOP's for the site. 
  Fortis Healthcare, Gurgaon July 2013 - Jan 2014 Under third party contract.
Position: Housekeeping Supervisor
Worked with 5* Hospital in town as pre-opening team member. 
· Inventories stock to ensure adequate supplies.

· Making systems for smooth functioning. 

· Understands and complies with loss prevention policies and procedures.
· Assists in supervising an effective inspection program for all guestrooms and public space.

· Manages linen inventory and guest supplies and assists in the ordering of supplies as necessary.

· Observes service behaviors of employees and provides feedback to individuals; 
· continuously strives to improve service performance.

· Handles guest problems and complaints seeking assistance from supervisor as necessary.

· Assists in the review of comment cards and guest satisfaction results with employees.

· Responsible for all operational related training & equipment operating for all team members.
· Coordinating with front office and engineering.

· Analyzing guest complaints and making systems so that it does not occur again.

· Making training updates at the end of every month for the record.

· Developing and implementing procedures, control systems for maintaining hygiene and quality standards. 

· Planning housekeeping duty rosters of staff for various housekeeping activities. 

· Accountable for handling the guest rooms, laundry, pest control operations. 

· Monitoring inventory levels, and checking equipment for perfect working order.

· Under the general direction organizes, directs, manages, and evaluates operations in areas of Housekeeping, work and motion study, SOP's for the site. 

                Courtyard by Marriott, Gurgaon(4*hotel) May 2010 - July 2013
Position: Guest Service Associate/ EDP
Joined as a GSA, promoted as EDP to enhance my supervision skills.

Received many appreciation letters from guest's and Area director of operation .

Helping HK manager to :-

· Managing Housekeeping Operation & Budget.

· Inventories stock to ensure adequate supplies.

· Making systems for smooth functioning. 

· Understands and complies with loss prevention policies and procedures.
· Assists in supervising an effective inspection program for all guestrooms and public space.

· Manages linen inventory and guest supplies and assists in the ordering of supplies as necessary.

· Observes service behaviors of employees and provides feedback to individuals; continuously strives to improve service performance.

· Handles guest problems and complaints seeking assistance from supervisor as necessary.

· Assists in the review of comment cards and guest satisfaction results with employees.

· Responsible for all operational related training & equipment operating for all team members.
· Coordinating with front office and engineering.

· Analyzing guest complaints and making systems so that it does not occur again.

· Making training updates at the end of every month for the record.

· Developing and implementing procedures, control systems for maintaining hygiene and quality standards. 

· Planning housekeeping duty rosters of staff for various housekeeping activities. 

· Monitoring inventory levels, and checking equipment for perfect working order.

· Under the general direction organizes, directs, manages, and evaluates operations in areas of Housekeeping, work and motion study, SOP's for the site. 

              The Leela Kempinski, Gurgaon from Oct. 2008 to Nov.2009
Position: GSA
Joined as Housekeeping Associate in pre-opening team.
   Holiday Inn, Manali from march 2007 to jun2007
Position: Trainee
Finish training with Holiday Inn Manali, in the Housekeeping department, Spend almost time on HK Desk while handling guest's all the queries, laundry bills, minibar postings etc.
Language


HINDI : Fluent


ENGLISH : Fluent

Education

Hotel Management Diploma                                                                                          

2006-2007     
Ram Institute of Hotel Management & Catering.
Bachlor of Art 
2002-2005
Maharishi Dayanand University Rohtak
Computer Diploma 
2004-2005

Bal Bhawan Institute of Computer Science.
Computer Knowledge

                Accomplished in Word, Excel, Power point Opera, MC, Matrix pay, IDS
