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MUSA 
MUSA.351815@2freemail.com 
 

________________________________________________________________________
Position Desired:



                        CSSD Technician









Medical Record Clerk








Operating Room Tech.
Labor Supervisor

Sales Assistant & promoter
OBJECTIVE: To work in a responsible and challenging position of a professional 
Organizations were I can utilize my professional skill, knowledge and my entire personality for the betterment goals and objective.
Duty Responsibility
· Trains, orients, assigns work, evaluates performance, and makes recommendation for discipline, termination and other related personnel actions. May interview job applicants.

· Maintains department reports and records.

· Administers established department and hospital policies and procedures and adheres to quality, safety, environmental and infection control standards.

· Documents completed projects in the Environmental Control Log.
· Personally inspects each room in area of responsibility at least once per month.

· Inspects 30 percent of all checkouts completed during shift.
· Continuously checks assigned areas to be sure work is being done and personnel are following schedules.

· Reports all pertinent information to Operations Manager.

· Knows schedules for all assigned areas and is alert for ways to improve them.

· Handles all requests with a sense of urgency.

· Instills a positive service-minded attitude and feeling of pride in a job well done in the housekeeping staff by demonstrating a personal enthusiasm and team spirit.

· Arranges for assigned areas to have adequate coverage at all times by checking sign in sheet and using personnel efficiently.

· Inspects equipment daily to maintain in clean condition and in good repair.

· Answers phone indicating a desire to serve and log the call in the Supervisor Report.

· Assumes responsibility for department in the absence of the manager.
PROFESSIONAL EXPERIENCES:
Company:  Ja'afariya Endowment Charitable Council of Dubai
Position:     1. Labor Supervisor
                    2. Assistant Executive Program Organizer
                    3. Assistant Maintenance Manager
                    4. Foreman Real Estate Department
Date
:       November 2010 up to present 

Duty Responsibility:
· Responsible for inspect Staff work performance within in assigned section or a daily basis to assure that standard and productivity level are being met and maintained
· Responsible oversee the organized closing of the floor at the end of the day, insuring room attendant's care is clean and restocked.
· Responsible for maintained key Control System.
· Responsible for Supervise all staff Housekeeping and Laundry, holding the accountable and responsible for their work performance.

· Responsible for handle items for "lost and found" according standard.

· Responsible for prepare employee schedule according to the business.

· Responsible for Review housekeeping staff worked hours for payroll compilation and submit to the accounting or timely basis
· Responsible for managing expenses and maximizing service level

· Responsible for assisting to execution housekeeping manager work e address with develop with the planning organization develop.
· Responsible to know  all rules as manager in Program Organizer
· Responsible to know all needed before beginning the party 
· Responsible to inform the maintenance staff before 3 days beginning the party

· Responsible to check all everything needed before beginning the party or program in the building 

· Responsible to  know how to make schedule for the staff
· Responsible to organize the waiter how serve the food or everything to Visitor 
· Responsible to check food before serving the visitor

· Responsible to organize the area & with arrange the chairs, Table etc,;

· Responsible to ask the visitor before prepared the food

· Responsible to  know how many capacity or person before preparation the food
· Engineering, Foreman, Electricians, Plumber, AC, Mason, Carpenter, painter, Fire Safety, welder, Store keeper, Watchman, Housekeeping, Laundry, Gas Slender, 

· Responsible to organize then manage all function individual maintenance 
· Responsible to manage all lost items then IN-Out Materials report list
· Responsible to operation all maintenance working area

· Responsible to make schedule time then make overtime list individual maintenance if case the work is out of time regular.
· Responsible to how to care or safety maintenance working 

· Responsible to maintenance safety first before start the working area

· Responsible to make report any problem the maintenance then forward to the General Manager

· Responsible to all request materials and then check the approval from the General Manager.
· Responsible to how to manage all materials then keep inside store 

· Responsible to make solution any  complaints from the residence or tenant in the building
· Responsible to coordinate the Superior to any planning before the Housekeeping supervisor. 
· Responsible to  where place in your building company 

· Responsible to check what is problem individual room in building company

· Responsible to the maintenance working before and after finished in your company building

· Responsible to watchman working in the building 

· Responsible to make report any problem then forward to the engineering or Executive Real Estate Department or Owner 

· Responsible after check the building to inform the maintenance working automatic 

· Responsible to complete maintenance staff like example: electricians, Plumber, Painter, Watchman, Carpenter, labor, Housekeeping.

Company:  Princes Sultan Armed Forces Hospital in Al Madinah K.S.A

Position:     1. Housekeeping 

        2. Medical Record Clerk 


        3. Assistant Operating Room Technician 

        4. CSSD TECHNICIAN
Date:          August 15, 2006 – August 18, 2010
Duty Responsibility: 
· Handling all kinds of housekeeping materials.
· Responsible for to cleaning all kinds of machine in Operating Room, Recovery Room, I.C.U, PEDIA WARD, MS WARD Department.
· Handling inspections control all special area (like a precept tablet, light vacuums organism, and red bag for blood, yellow bag for deposable gown. Safety   Mucks, gloves, head cover, shoe cover, 
· Responsible for daily working special area like Operating Room Department.

· Handling patient care inside the Operating Room Department.
· Handling nurse assistant in Operating Room Department
· Responsible how fold the patient lines in recovery room, cleaning, 
· Responsible to  how to arrange the patient file A to Z then by Number

· Responsible to how to attach the patient file check up result from the Doctors.

· Responsible to how search the Patient record 

· Responsible to how to distribute the patient to the individual department
· Responsible to in medical receptionist how to make the new patient date entry 

· Responsible to how to repairing the patient files damage to change new folder with code number

· Responsible to how to operate the computer then answer the telephone from the medical department or Hospital 

· Responsible to how to arrange the patient result from the doctors check up

· Responsible to how to return the patient files with arrange 

· Responsible to medical care or any training patient care 
· Responsible for the instrument counting after the patient operation

· Responsible for preparing all machines in operating room before start the patient operation.

· Responsible for the patient to bring the recovery room with operating nurse

· Responsible for light vacuum after the Hp patient or any dirty patient 

· Responsible for arranging the instrument inside the operating room 
· Responsible for using all kind of CSSD Department like STERRAD MACHINE for disposable instrument, s, washer disinfector, sterilization, packaging machine with date using for packaging instrument, 

· Responsible to assemble all kind of instrument, count the instrument, packaging, drying, 

· Responsible for cleaning the instrument manual in the receiving area.

· Responsible perform the required in the Central Sterilization Supply Department perform record for all processing equipment routine quality control sterilization testing including daily air removal testing mechanical, biological and chemical
· Responsible for receiving all instruments after operation 
HANDLED MACHINE:

1. SC 500 Matachana Sterile machine

2. AMSCO Century (Pre-vac Steam Sterilizer Machine)

3. STERRAD NX Machine (Plasma)

4. HAMO Surnergy (Washer Disinfector)

5. Sealer Matachana Machine

6. HAWO/Sealer machine with printer

7. Ultra sonic machine (pre-washer)

Occupation Qualification:
· Passes high sense of integrity and discipline

· Strong desires to achieve accomplish and exceed objectives and goal

· Development of high the company improvement

· Able to learn and apply quickly and effective 

· Flexible and hardworking detail oriented.

· High Arabic Speaking 

· English Speaking

· Dubai Drivers License 2012 up to 2022

· Transferrable VISA

Computer Skill:
· Computer operate, Microsoft word, Microsoft Excel, Microsoft Power point, programming like Microsoft FoxPro, data base, visual basic, also internet  

Education Background:
 Collegiate:  ASSOCIATE OF COMPUTER PROGRAM
 STI Cotabato College, Philippines.
 School year 2001-2005

 I HEREBY CERTIFY that the above information true and correct to the 

Best of my knowledge and belief.       
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