[image: image1.png]



GEORGE `
Page | 6

GEORGE
GEORGE.375583@2freemail.com  
Employment Objective:

To be part of a stable organization that promotes excellence in various living accommodation operations wherein I can use my knowledge, skills and work experiences to become a key asset of an organization, thus enabling me to fully maximize my potential as an effective leader in the operations.  
Summary of Achievements and Qualifications
· Bachelor of Arts in Psychology at AMA UNIVERSITY, Manila, Philippines (Graduating)
· Certificate in Human Resources Foundations 
· Certificate in Administrative Human Resources
· Certificate in Strategic Human Resources
· Certificate in Human Resources: Understanding HR System Features and Benefits
· Certificate in Human Resources: Job Structure and Design
· Certificate in Human Resources: Compensation and Benefits
· Certificate in Human Resources: Diversity Recruiting
· Certificate in Human Resources: Managing Employee Problems
· Certificate in Operations Management Foundations 
· Certificate in Hotel, Restaurant, & Passenger Ship Operations 
· Completed On-The-Job Training at Alegro’s Human Resources Department
· Completed On-The-Job Training at EA College’s Guidance & Counselling Office
· Completed Saudi Aramco (KSA) KHPD Safety Orientation Course
· Completed training on Saipem (KSA) Health, Safety, and Environment
· Completed training on Saipem (KSA) Personal Protective Equipment, 
· Completed training on Saipem (KSA) Fire Fighting

· Completed training on Saipem (KSA) Emergency Management

· Completed training on Saipem (KSA) Heat Stress

· Completed training on Saipem (KSA) Control of Substances Hazardous to Health
· Skilled in Food Hygiene and Safety (HACCP)
· Skilled in Microsoft Office
· Flexible, motivated, patient, and organized leader who makes effort for the success of the team, meets schedules and deadlines, and works under extreme pressure of                                     time
· Efficiently leading others and acting in ways that support the success of the team and the system
· The ability to relate and work with different nationalities of different levels and backgrounds.
EMPLOYMENT HISTORY
CAMP SUPERINTENDENT (Residential)                              July 2016 – September 2017       
National Contracting Company (Rezayat Group)                    Kingdom of Saudi Arabia 
Directed, planned, organized, and coordinated activities of the team engaged in facilities maintenance in the residential camp such as the accommodation, housekeeping, recreation, laundry, food services, security and records and documentation.
· Responded and resolved complaints effectively and immediately regarding maintenance of accommodation and other facilities, which includes civil works, plumbing, electrical, air-conditioning system, carpentry, housekeeping, laundry, recreation, and food concerns
· Collected invoices and arranged payment of utility bills, and posts information in record
· Monitored, controlled, and updated accommodation occupancy on daily basis accurately
· Liaised between various sub-contractors
· Monitored, recorded, & reported daily camp check-in and check-out regularly to the Administration Department 
· Prepared, monitored, and controlled operating and capital expenditures.
· Ensures pests are controlled in the entire housing accommodation and other facilities
· Supervised camp workers engaged in such tasks as cleaning rooms, laundry, issuing linens, and cooking & serving meals
· Ensured a perfect and healthy atmosphere in all houses and other facilities in the camp by daily routine supervision
· Coordinated and implemented all paper works required for the complete operations of the camp on daily and monthly basis, which entails tracking, logging, and forwarding documents for processing
· Maintained up-to-date inventory of furniture, equipment, and other household items
· Completed written rooms evaluations daily and provided training to ensure that camp attendants correct all deficiencies
· Planned food menu and purchased supplies for camp residents
· Ensured sufficient supply of water in the camp
· Monitored & checked domestic water analysis on daily basis
· Ensured regular collection and disposal of domestic waste and sewage
· Accompanied any camp resident requiring first-aid treatment and emergency medical treatment as necessary
· Applied superior conflict resolution techniques if issues arise among camp occupants
· Inspected the internal and external fabric of the houses periodically, reporting and rectifying any maintenance issues immediately
· Monitored & reported daily absences to the Administration Department.
· Provided support for residents in organizing house activities and social events
· Ensured sufficient stock of supplies such as linen, towels, and cleaning materials
· Monitored and implemented the Rules & Regulations of the camp 
· Ensured all company policies and procedures are being enforced and adhered to by all camp staff and supervisors
· Completed staff performance evaluations
· Reported directly to the Senior Project Manager.
COMPOUND MANAGER (Residential)                                  June 2015 to January 2016
Rosewood Hotels & Resorts                                                          Kingdom of Saudi Arabia
Directed, planned, organized, and coordinated the entire operational management of the residential compound consisting of bachelor and family villas.
· Resolved issues and concerns relating to the welfare and well-being of the associates with the utmost care and promptness
· Coordinated with the maintenance department directly regarding any facilities maintenance requirements in writing
· Collected the utility bills relevant to all associates houses and submit them to the Accounting Department
· Arranged the associates’ accommodation based on the policy framed by the company
· Monitored and updated the associates’ house occupancy list on a daily basis and whenever required
· Controlled and monitors operating and capital expenditures
· Monitored and implements fire and safety procedures
· Ensured a perfect and healthy atmosphere in all the associates’ houses through regular and routines supervision
· Kept a proper inventory of furniture and fittings and other equipment available in each apartment
· Implemented the welcome formalities for the management personnel upon their arrival and on their return from vacation
· Suggested and/or recommended the areas that could enhance associates’ comfort and well-being
· Coordinated with Department Heads any concerns about associates
· Maintained the maximum operating standards and the Rosewood standard
· Kept sufficient stock of supplies such as staff linen, towels, cleaning materials
· Monitored and maintained associates occupancy list on daily basis indicating the vacant beds and rooms
· Ensured sufficient supply of water in bachelor and family Villas
· Requested the weekly requisition approved by Human Resources Manager and maintained records
· Followed-up on associates notices and updates information
· Reported to immediate superior of any unsociable or unlawful activities that take place in the residential compound
· Retrieved the keys and the furniture and fittings in the respective accommodation from the associates upon their departure from the hotel employment
· Communicated directly with Sports Centre relating to the recreational area and activities
· Coordinated with the Group leaders and HR related to the arrival of staff
· Carried out surprise room inspections with the coordination of Security Department
· Checked the first aid boxes regularly and maintained sufficient stock.
· Kept control of the associates’ house keys
· Assisted the HR whenever required
· Checked all the staircases and fire exits are free of any items at all times
· Ensured to the cleanliness of the Gym, TV Rooms, and other community rooms within the compound
· Checked the Gym equipment on a regular basis to see that is in good working order
· Carried out duties that may be assigned from time to time by superior.
· Recommended to the Human Resources Manager on the Matters of terminations, hiring, transfers, drafts of associates evaluations and promotions falling within his field of responsibility
· Reported directly to the Human Resources Director.
CAMP OFFICER (Residential)                            
               April 2010 to November 2014
SETE Energy for Industrial Projects Ltd.                                     Kingdom of Saudi Arabia         

Supervised and coordinated all the activities relating to the management of all the facilities in the residential camp.
· Monitored the maintenance of the international staff camp including hygiene and sanitation
· Supervised the cleaning and maintenance services performed by the external service contractors 
· Raised purchase requisition for the purchase of materials or purchased directly the urgent materials for the maintenance works 
· Prepared work-orders for maintenance works and followed-up with workshop for execution and for proper completion, as well as maintains records of such works carried out
· Followed-up with the utility technicians for the execution of maintenance works
· Prepared reports, memorandum, and correspondence
· Assigned accommodation based on the category or eligibility of employees
· Maintained Up-to-date inventory of furniture, equipment and other household items belonging to the company, monitors their location and movement, and obtains confirmation from respective residents
· Maintained in good order the sports facilities, laundry, and swimming pool
· Ensured pest control services are provided by the external service provider as required
· Was responsible for the preparation and close monitoring of camp budget. Ensure that the expenditure of materials, equipment and services to be within budgetary limit and takes immediate corrective action
· Followed-up with the food catering contractor for the preparation and serving of daily menu
· Monitored and implemented the quality, quantity, validity and availability of the food supplied by the food catering contractor
· Monitored and implemented the cleanliness and orderliness of the dry, chilled, and frozen food storage areas on daily basis
· Monitored and implemented the cleanliness and maintenance of the restaurant facilities 
· Ensured the dispatching of meals to the Palace and other project sites is on time and in required quantities and good condition of food
· Assisted in organizing festivities and other events of the camp
· Arranged food delivery service and shopping for the company guests
· Carried out any other work assigned by the Human Resources & Administration Manager.
CATERING SUPERVISOR (Food Service)                               November 2008 to March 2010

Kit & Kaye Catering Services
                                               Republic of the Philippines
Oversaw and coordinated all catered events including in-house and off-site events with various service styles such a box lunch and full course dinners.
· Maintained a thorough working knowledge of Kit & Kaye food service and ensured this is upheld at all times through constant observation and coaching
· Organized and planned marketing activities
· Ensured the training & development and updated Kit & Kaye food service knowledge of all food service staff.
· Checked and recorded all food items received, quantities of ingredients used and the number of meals served
· Ensured adherence to food hygiene, and health & safety procedures at all times
· Supervised all staff throughout their shift and provides feedback

· Supervised the preparation of food and menu
· Ensured the cleanliness and sanitation of the kitchen and its equipment
· Ensured glassware, silverware, crockery, and kitchenware are clean
· Monitored and controls food lost
· Ensured staff adherence to personal hygiene and completed uniforms
· Ensured a presentable set-up of the buffet and tables
· Performed all duties and responsibilities in a timely and efficient manner in accordance with established company policies and procedures to achieve overall objectives.
· Performed any other duties as assigned by the Kit & Kaye Management.
· Reported directly to the Catering Owner.
DINING HALL SUPERVISOR (Food Service)                         August 2007 to September 2008

Saudi Catering and Contracting Company                                 Kingdom of Saudi Arabia
Oversaw and coordinated the entire operational management of the dining hall.

· Organized, led, and motivated the entire dining hall team

· Monitored and maintained a high standard of service, cleanliness, and sanitation of all furniture and equipment

· Programmed menu board and ensures all staff are briefed on its contents

· Implemented food hygiene and safety procedures

· Planned and prepared staff shifts, overtime, and monthly attendance

· Carried-out daily operations checklist

· Conducted staff briefing

· Liaised with the Catering Department the daily operations

· Reported directly to the Catering Supervisor.

RESTAURANT SUPERVISOR (Food Service)                       April 2006 to November 2006

Lunch Box Restaurant                                                                 State of Kuwait
Oversaw and coordinated the planning, organizing, training, and leadership necessary to achieve stated objectives in sales, cost, employee retention, guest service and satisfaction, food quality, cleanliness and sanitation.
· Handled all Point-of-Sale, Cash and Inventory Management tasks/reports such as sales report, purchases, adjustments, production, and wastages, as well as the time and attendance report

· Ensured that all standards and policies are adhered to at all times. No new policies, changes or modification to existing policies are to be made without bringing the issue with the manager first

· Kept the Manager constantly informed of all developments in the restaurant
· Monitored and improved the internal and external level of customer service
· Marketed and promoted the services of the restaurant

· Maintained and optimized supplier relationship

· Made effort to be knowledgeable about other positions in the restaurant

· Maintained a high standard of personal appearance and hygiene of staff at all times
· Provided a warm and friendly atmosphere to all guests

· Filled-in where needed to ensure guest service standards and efficient operations

· Strived to develop and to train staff in all areas of the restaurant 

· Reports directly to the Restaurant Manager.

RESTAURANT WAITER (Food Service)                             May 2004 to January 2006

Good Food Catering Company                                                 State of Kuwait
Ensured 100% customer satisfaction through rendering high standard of quality, quantity, hospitality, and cleanliness.

· Provided a warm welcome and friendly atmosphere to all guests

· Assisted the guests to the table

· Took order systematically

· Applied selling techniques

· Prepared ice cream sundaes, hot drinks and cold drinks

· Served food systematically to customers

· Performed cashiering

· Washed the dishes

· Cleared, cleaned, and sanitized the tables

· Set-up the tables

· Mopped the floor

· Cleaned and sanitized the comfort room

· Maintained cleanliness and orderliness of the dining and kitchen areas

· Thanked the guests
PERSONAL DETAILS


Age: 

41


Nationality:
Filipino

Civil Status: 
Married

Religion: 
Christian

Languages: 
Filipino, English, and Basic Arabic
REFERENCES
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