HALEEM 
Haleem.360660@2freemail.com
OBJECTIVE:

To meet and exceed out guest expectation and assist the manger to maintain efficient and friendly service and operate according to the policies and procedures to maximize the high guest comments.
PROFESSIONAL EXPERIENCE:
	SL/NO
	NAME OF HOTEL
	DESIGNATION
	DURATION

	1
	Hotel Lanka Oberoi
	Housekeeping
	1989-1994

	2
	Air Work Vinnel Oman (us air base)
	Housekeeping Supervisor 
	1994-1996

	3
	Abans ISS
	Assistant Manager Cleaning Division
	1997-1998

	4
	Omega Hotel
	Housekeeping Supervisor
	1999-2002

	5
	Spienyes Dubai L.L.C
	Customer Service Assistant
	2002-2004

	6
	IBIS/Novotel World Trade Center Dubai (Accor Hotels)
	H/keeping Supervisor
	2005

	7
	Novotel World Trade Center
	Senior House Keeping Supervisor 
	2008

	8
	Novotel World Trade Center 
	Assistant. Housekeeper 
	2011 To 2014

	9
	M Five Services(Novotel &Ibis WTC)
	Exe Housekeeper
	2014 To Date


DUTIES & RESPONSIBILITIES:

· • Direct performance of housekeeping staff
• Ensure maintenance and cleanliness of the hotel on a continuous basis
• Lead and direct housekeeping operations
• Ensure appropriate and safe use of chemicals and cleaning supplies
• Interview, hire and train housekeeping staff
• Prepare housekeeping budgets
• Manage employee records
• Prepare daily schedules and time sheets
• Ensure completion of periodic payroll input
• Order housekeeping supplies and equipment
• Ensure maintenance of housekeeping equipment at all times
• Inspect guest rooms, lobbies and other guest areas to ensure cleanliness and tidiness.
· Maintain the cleanliness of the rooms and public area as per the hygiene standard
· Ensure the quality and sustainable development as per 9001 and 14001
Other Qualification:
	SL/NO
	NAME OF COURSE
	NAME OF BOARD/INSTITUTE
	DURATION

	1
	Followed a Course NAB Certificate
	NAB (housekeeping)
	1990-1991

	2
	Followed German Language & Hindi Language
	Cultural Center Colombo
	10 weeks

	3
	Followed Business Management
	Polytechnic Institute Colombo
	6 months

	4
	Followed Specialization Housekeeping Course
	Ceylon Hotel School
	30 months

	5
	Hygiene Course
	Conducted by Royal Society U.K
	03 Days

	6
	Cross Training (AHK)
	Ibis World Trade Center
	1 month

	7
	Fire Marshal Training 
	First Security Group
	1 Day

	8
	Guest Courtesy Workshop
	Novotel  WTC
	2 Days

	9
	Telephone Manners Training
	Novotel WTC
	1 Days

	10
	Leadership 
	Novotel WTC
	1 Day

	11
	Effective Communication & Body Language 
	Novotel WTC
	1 Day

	12
	Managing Diversity
	Novotel WTC
	2 Day’s

	13
	15 Minuets Satisfaction Contract
	Ibis 
	1 Day

	14
	Discover Ibis
	Ibis
	2 Day’s

	15
	Up- Selling your Hotel 
	Novotel WTC
	2 Day’s

	16
	Cross Training Assistant  Housekeeper
	Ibis
	1 Month

	17
	Craft Training 
	Novotel  WTC
	1 Day

	18
	Negotiation Skills Training
	Novotel WTC
	1 Day

	19
	Conducting the Annual Appraisal 
	Novotel WTC
	2 Day’s

	20
	Managing with Accor Values
	Novotel WTC
	2 Day’s


Other Qualification:

· GCE O/L 3 Credit & 3 simple pass.

EXTRA ACTIVITIES:
· Soccer & Volleyball active member in hotel Team.
PERSONAL DETAILS:

	Date of Birth 
	 :
	17/05/1971

	Nationality
	 :
	Srilankan

	Religion 
	 :
	Islam

	Sex
	 :
	Male

	Marital Status 
	 :
	Married

	Language Known
	 :
	English, Sinhala,Hindi,Tamil,Germen Spoken 


PASSPORT DETAILS:

	Issue Date 
	 :
	 24/09/2012

	Expiry Date
	 :
	24/09/2022

	Place of Issue
	 :
	Colombo


DECLARATION:

I hereby declare that the above information are true and correct to the best of my knowledge and belief. 

