GLENN 
Glenn.354638@2freemail.com
Profile
“An accomplished, flexible and results-driven professional with a proven track record in Retail Sales, Administration/Accounting, Housekeeping, Customer Service & Facility Management, ultimately benefiting the company bottom line”
Objective
To continue my career with an organization that will utilize my SUPERVISION, ADMINISTRATIVE/ACCOUNTING, CUSTOMER SERVICE & RETAIL SALES skills to benefit mutual growth and success.
Key Competencies
	· Leadership/Supervisory
	· Administrative Skills/Computer Skills

	· Communication (Proficiency in English Language)

· Retail Sales Skills
	· Customer Service Skills

· Property & Facility Management Skills
· Accounting Skills

· Computer Skills (Proficient in MS Word, Excel and Power Point

· Proficient to use E-mail


Career Summary
Andalus Hotel & Resort

Abu Dhabi, UAE

· Housekeeping Attendant (Pre - Opening Team)

January 2016 to Present

Job Description; Responsible for Housekeeping Services ensuring that all services are in compliance within the Hotel Standard.  Snagging on Guess Rooms for Engineering Repairs and Maintenance.  Training New Housekeeping Attendant Employees.  
· Attend to Housekeeping needs of the Hotel Guest within the Hotel Standard.

· Comply with Hotel Standards (Proper knocking on Guess Rooms, Proper Greetings to Guess, Proper putting of linens and towels and etc.)
· Accomplishing Task Sheet

· Operation of Housekeeping Equipment (Vacuum, Pressure Washer, Polisher and etc).
· Provide Good and Satisfactory Customer Service to all the Guest.
Property Company of Friends Inc.

55 Brgy. Addition Hills Mandaluyong City - Philippines

July 2009 to Present

1. Housekeeping  Supervisor (Common Area)
January 2014 to November 2015
Job Descriptions : Responsible for handling complains within Housekeeping, ensuring that all complains are being handled with the right corrective action in an immediate reaction.  Designate and distribute different task to handled manpower and monitors  its output.  Perform Operational Support such as Provision on manpower support to other operational department, Worked as Engineering Supervisor that supervise Engineering technician (Electrician, Plumber and Carpenter) that supports  repairs with Buildings.
Duties & Responsibilities

Supervisory Task
· Supervise and Monitor all housekeeping personal are within Company Standards (Proper Grooming, Uniforms, Attendance and etc.)

· Provide Daily task sheet and monitor accomplishment based on Company Standards

· Daily Briefing for Housekeeping for Daily assignments 

· Review Housekeeping Manpower deployment and assess efficiency,
· Give Trainings and Coaching to Housekeeping (based on Set Standards)
· Training new Housekeeping Attendant.

· Handle complaints and Correct the issues.

· Implement strategies that will lessen the cost of operation.
· Prepare and Presentation of Reports to Manager

Administrative/Accounting Task

· Organizing important document in a accessible manner

· Encoding of Document such as Memo, Letters and Cost Proposal

· Photocopying Faxing and Scanning of documents needed

· Answering Complains, Request and Concerns both phone calls and emails

· Monitoring of Team Expenses

· Preparation of Budget proposal for the team

2. Building/Engineering Services Supervisor 

West Sector Facility Management & Maintenance Department

Estate & Asset Management Group

October 2011 to December 2013

Job Descriptions: Responsible for handling complains within the buildings assigned.  Ensuring that all request and complain are being address correctly on immediate action time.  Implementation of Equipment and Building Preventive Maintenance Strategy to lessen complaints.  Implement Policies and Guidelines with the Building Standards.  Ensuring that the buildings are in compliance with its safety tools and equipment as per expectation by Philippine Law.  Performs other Operation Task such as Supervisor of Motor Pool, Grounds Maintenance Task with handled buildings and Officer of Emergency Response Team.  

Duties & Responsibilities

Building Administration

· Punch listing or snagging of for repairs within the Building handled 

· Handles complains and Correct Engineering Issues (PEM).

· Implement  effective and efficient preventive maintenance program..

· Delegate task to the Engineering and Housekeeping Team
· Monitor safety tools and equipment within the building. (within compliance with Philippine Law)

· Monitor Inventory of Engineering and Housekeeping Supplies, Tools and Equipment.

· Manage the Usage of Building Facilities (Conference Rooms, Meeting Rooms)
· Coordinate with contractors for repair or improvement.

· Check and balance the efficiency and effectiveness of third party workers (Agency or Contractual),

· Space Planning (Design an organized working area of residence of the building)

Administrative/Accounting Staff

· Organizing important document in a accessible manner

· Encoding of Document such as Memo, Letters and Cost Proposal

· Photocopying Faxing and Scanning of documents needed

· Answering Complains, Request and Concerns both phone calls and emails

· Monitoring of Team Expenses

· Preparation of Budget proposal for the team

3. Administrative Assistant

July 2009 to October 2011

Report to the Facility Manager.  Handles Administrative work such as encoding of documents, Ensuring that all documents are well organized in a easy accessible manner, answering phone calls and inquiries, consolidation of reports by facility engineers and Ensuring that all activity within the department are well documented.  Handles request of office materials for the department usage.  Assist Facility Manager in implementing Policies and Guidelines by Preparing Memorandum to other Operating Department for the Compliance on Company Policies and Guidelines.  Performs Customer Service Task such as answering phone calls regarding complains, request and inquiries.
Duties and Responsibilities:

· Organized and maintain document filling in a accessible manner ,

· Prepare Housekeeping employees’ weekly payroll 

· Drafting document such as Memo, Letters and Cost Proposal

· Monitor the department’s yearly budget,

· Follow up Repair Contractor thru Phone Calls.

· Taking Minutes of the Department Meeting

· Booking Meeting and Conference Room for Department Manager

· Answering Inquiries thru phone calls and emails.

· Request department’s office supplies,

· Monitor the tools and equipment being released by the department,

· Follow up the status of the documents being sent in the Head Office.

· Photocopying, faxing and scanning of documents needed.

Ceramic Plaza Inc.

Chino Roces Ave.

Makati City - Philippines

November 2004- August 2008

Sales Executive/Customer Service Attendant
Job Descriptions: Reporting directly to the branch manager, the sales executive is responsible for assisting the customer from time the customer enters the branch up to the time they leave the branch insuring all the needs and inquiries of the customers are meet and that the customers are leaving the branch carrying with them the happiness.
Duties and Responsibilities
· Attends to all walk-in customers and phone call inquiries in a cordial, patient, tactful and courteous manner all the time,

· Enthusiastically assist the customer in a way to orient, promote and encourage the customer to buy,

· Study and familiarize the different product lines that the branch carries including product codes, colours, types, sizes and pricing and other specification so we can impart accurate and relevant merchandising information,

· Learn and apply the different selling techniques to enable them to close more sales transaction,

· Assist other sales executive in closing sales transactions,

· Provide better customer service by being well-informed on customer and handling customer complaint,

· Propose ideas to improve proper arrangement and display from time to time if attract customers,

· Assist in arranging products/merchandise on display,

· Assist stock custodian in preparing and releasing on sold items merchandise in the branch.,

· Familiarize on the normal operating procedure of the branch including the proper usage of necessary forms and other documents,

· Protect merchandise for possible losses,

· Carry out marketing strategies/plans initiated by his superior monitor the success and failure of strategies and propose improvement,

· Prepare the daily itemize report, customer count and sales monitor report and market study verified by the store manager for submission to the operation department,

· Monitor the availability of order slip and sales order conformation slip,

· Perform other duties that may be assigned from time to time by the superior,

· Encode every sales of the branch,

· Prepare documents for approval for the Branch Manager/Supervisor,

· Deposit the daily branch sales, 

· Handle customer inquiries,

· Prepare quotation for corporate customers and contractors,

· Provide and implement marketing strategies for the increase of sales in the branch, and

· Encode weekly sales monitoring to be passed to the main office.
On-the-job Training

Philippine National Bank

Head Office - Pasay City Philippines

October 2003 - March 2004

Administrative Clerk

· Handle clerical job such as filing and encoding of documents,

· Operate machines such as: computers, photocopier, shredder and facsimile machine,

· Handle telephone inquiries regarding banking services, and

· Handle documents and correspondence of the Executives to sign the important documents.
Education
Technical Vocational

Power Skills Technical Center






Imus, Cavite, Philippines






AutoCAD (2D and 3D Animation)





May 2009 – June 2009

Tertiary



De La Salle University  - Dasmariñas






Dasmariñas, Cavite, Philippines





Bachelor of Science in Business Administration






Major in Business Management





June 2000 – March 2004 


