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CURRICULUM VITAE    

NAME:                     JANE
JANE.371453@2freemail.com   
DATE OF BIRTH:    2ND JULY 1976
A well-organized individual with excellent communication skills, accomplished through training and motivating other staff members, believing that good team leadership and a hands-on approach to supervising brings increased standards and excellent customer satisfaction. Recent responsibilities and achievements have been concerned with supervising and training staff and development to provide a high quality room service and customer enquiries. Previously responsible for ensuring the provision of efficient counter service, I have gained vast experience while working in different countries and am able to multitask, work under pressure while delivering highest standard service to the organisation.
DECEMBER 2014  TO DATE  WESTIN  AND LEMERIDIAN HOTEL MANAMA BAHARAIN

HOUSEKEEPING SUPERVISOR  AND  DEPARTMENTAL TRAINER

· Organize, control and monitor the activities of housekeeping staff on a shift in relation to overall cleanliness and maintenance of guest rooms 

· Ensuring continuous service and quality standard laid down by the executive housekeeper and guest rooms have been attended to 

· Training staff on different procedures of cleaning rooms and setting up standard with attentions to details.
· Inspect vacant clean rooms for arrivals and ensure standards are adhered  to

· Review hotel arrivals departures and in house reports and ensure all special housekeeping arrangements are properly delegated
· Report maintenance deficiencies in guest rooms and corridors    
DECEMBER 2013 TO DECEMBER 2014  WYNDHAM GRAND REGENCY HOTEL DOHA  QATAR

SUPERVISOR 
· Perform the task of inspecting the cleaning and servicing  of guest rooms
· Organize, control and monitor the activities of housekeeping staff on a shift in relation to overall cleanliness and maintenance of guest rooms 

· Ensuring continuous service and quality standard laid down by the executive housekeeper and guest rooms have been attended to 

· Training staff on different procedures of cleaning rooms and setting up standard with attentions to details.
· Inspect vacant clean rooms for arrivals and ensure standards are adhered  to
· Review hotel arrivals departures and in house reports and ensure all special housekeeping arrangements are properly delegated  
MARCH 2013 TO DECEMBER 2013 HEMINGWAYS  BOUTIQUE  HOTEL  
SUPERVISOR AND TRAINER
· Liaising with reception staff to ensure guests occupy their rooms promptly and in the best condition 

· Organize, control and monitor the activities of housekeeping staff on a shift in relation to overall cleanliness and maintenance of guest rooms 

· Ensuring continuous service and quality standard laid down by the executive housekeeper and guest rooms have been attended to 

· Training staff on different procedures of cleaning rooms and setting up standard with attentions to details. 
· Report maintenance deficiencies in guest room and corridors  
JULY 2005   FEB 2008: FAIRMONT DUBAI  FAIRMONT THE NORFOLK & FAIRMONT ZANZIBAR:

SUPERVISOR AND TRAINER

· Liaising with reception staff to ensure guests occupy their rooms promptly and in the best condition 

· Organize, control and monitor the activities of housekeeping staff on a shift in relation to overall cleanliness and maintenance of guest rooms 

· Ensuring continuous service and quality standard laid down by the executive housekeeper and guest rooms have been attended to 

· Training staff on different procedures of cleaning rooms and setting up standard with attentions to details. 

· Assigned for training and development of staff to ensure their full competency in Zanzibar 

AUG 2002 to MAY 2005 JUMUIA CONFERENCE AND COUNTRY HOME:

RECEPTIONIST

· Checking in guest and allocation of rooms 

· Administrative duties, handling of all routine back-office functions. 

· Telephone answering, cheque dealing and other correspondence 

· Responding to customer enquiries and requests for services 

NOV 1999 to JUL 2002   CABLE TELEVISION NETWORK:

RECEPTIONIST

· Preparing Invoices 

· Receiving in coming calls 

· Calling clients to remind them on pending payments 

· Telemarketing 

· Photocopying and faxing. 

JAN 1998- JUL 1999   FREE MARK CAPITAL CENTRE:

SALES REP

· Arranging and designing the display 

· Meeting the potential customers, marketing our products through discussions 

· Involving the customer in selecting and getting feed back to improve our products 

· Carrying out researches based on the strengths weakness, opportunities and threats to our organization. 

ACADEMIC BACKGROUND 
January 2015  Lemeridian &  Westin Hotel Baharain 

· Train the trainer 

J
2008-2009 Dima college 

· Diploma in front office management and administration

· Customer care 

· Business management

· Public relations

· Business communications
1996-1997 Technical institute - Computer Packages.

· Ms Dos 6.22 Package 

· Word Perfect 5.1 Package 

· Database management DBase III + Package 

· Lotus 1-2-3 Spreadsheet Package

1991-1995 Ngararia girls’ secondary school

1983-1991 Highridge primary school

HOBBIES 
Travelling, meeting new friends and swimming

