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CURRICULAM VITAE
Name:                       
Janak 
C/o-Mobile Number: 
+971 504753686
Email address:
janak.376948@2freemail.com 
Date of Birth: 

07/09/1985

Family Status: 
Married

Nationality:

 Nepali

EDUCATION
· Higher Secondary school (10+2) Board of Nepal

· School leaving certificate Nepal

TRAINING

· Discover Novotel

· Safety & first Aid

· Welcoming guest with smile

· Housekeeping essentials

· Accommodation supervisor

PROFESSIONAL
· Accommodation coordinator cum supervisor (accommodation in charge) (Novotel & Ibis Abu Dhabi Gate) (Since 2015-present).
· Providing a courteous and professional service.
·  Immediately handling a problem before arises.

· Handling the cleaning schedules.
· Handling Inventories and inspection.

· Responsible for arranging arrival and departure as per scheduled.

· Doing inspection and providing the proper report.

· Relive HR coordinator during their absence.
· Keeping the record of stock item and request if necessary.
· Handling the staff transportation.
· Participate in all the HR activities.

· Giving orientation to new staff.

· Taking new staff for city tour for orientation.

· Checking the Electricity, water and gas report and keeping record in monthly basis.

· Responsible for various types of tasks such as maintenance, cleaning and pest control.

· Responsible for arranging the new room,  welcome amenities  as per standard
· Responsible for making proper arrival and departure.

· Responsible for Administration work.

· Checking the security desk that information was filled in proper way.

· Following the hotel and accommodation rule and regulation and make all the staff to follow it.
· Tailor cum laundry  In charge/responsible person ( Novotel & Ibis Abu Dhabi Gate) (Since 2012 till 2015) (Pre-opening team)

· Responsible to assigns schedules and duties to laundry staff in approval of respective senior/HOD 
· Schedules preventative maintenance of laundry equipment. 
· Responsible for Serves on various committees of the facility such as Quality Assurance Sub-Committee. 
· Responsible for the proper storage of uniforms and linen.

· Relive in HK Coordinator during their absence.
· Responsible to Sets up par level of linens, uniform for units and assures proper amounts are available. Recommends equipment, linen, uniform and chemical purchasing needs to Department Head in budget preparation. Schedules preventative maintenance of laundry equipment.
· Heeds any remarks made by guest, staff and ensures follow-up.

· Responsible for repair of house linen and staff uniforms or sewing new articles.
· Responsible for all the laundry related works.
· Helping housekeeping to make guest room in busy time.

· Participate in audit.

· Responsible for all washing and dry clean
· Makes rounds and inspections to assure that laundry personnel are performing required duties, appropriate laundry procedures are being rendered, and quality control measures are continually maintained.
· Press Man cum Laundry Valet cum laundry receptionist (2008-2012) (Queen’s Guard laundry LLC)
· Participant in all the area of laundry work (receptionist, sorting, marking, washing, dry cleaning, spotting, pressing sorting, tailoring, handling complaint, making order of required item, packing and delivery.
LANGUAGES

· English

· Hindi

· Nepali

Computer Skills

· MS Word

· Email Internet

· Excel

Award

Employee of the month & Appreciation Letter from management

 Declaration:

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