[image: image1]
ANIL
AL AIN, UAE
E MAIL: anil.379460@2freemail.com 
    POSITION APPLIED FOR:  Manager – Catering / Welfare
Synopsis
· 27 years of multicultural experience in Catering industries, House Keeping,  Administration, Facility & Accommodation  Management  at U A E ( Since 1985  to  till date )

·  Well-experienced & good knowledge in Camp management & Catering industries, house keeping, Administration, Maintenance & Security affairs.
· Sound understanding of best catering practices, strategy, planning and implementation with a global mindset and strong qualitative abilities.

· Well experience in budgeting and controlling project cost, material cost over heads and labour cost and balancing budgeted cost and actual.

· Overseeing general camp administration functions and establish good network with customers, suppliers and Clients etc;

· Remarkably self-motivated with a good work ethic, and demonstrated discipline of working without a lot of structure or direct supervision.
· Possess excellent communication, interpersonal, analytical and organisational skills.
· A valid UAE Driving License.

Educational Credentials

· M.A Degree( Master of Arts) from the University of Kerala 1980 -1982
· B.A Degree (Bachelor of Arts) from the University of Kerala, 1977 – 1980.

· Diploma in Food & Beverage management 1982 - 1983


ORGANISATIONAL EXPERIENCE
· Presently working with MAB Middle East Catering Services LLC in Al Ain as Catering Project Manager since January -2013.( In Camp Management )
· 2011-2012 worked with Golden vision catering in Al Ain as Catering / Facility Manager.

· 2006 - 2011 worked with Imdaad Facility Management as Facility coordinator. ( A Dubai World Facility Management company)

· 1985 – 2000 worked with Abudhabi National Hotels co; University division as Unit Manager.

· 12 years of experience in Facility management and managed overall Catering & Facility  activities for approx 5000 residents of different nationalities resided at Aldar Camp Al Ain, Omran Waterfront Project and 8000 Residents resided at Palm Jumeirah Camp.
· Planning, organizing and controlling the Catering & Facility operation in a professional manner, ensuring prompt, efficient and quality services to the clients in line with top Management instructions & maintaining a professional and pleasant working relationship with superiors. 

AS A CATERING /  FACILITY PROJECT MANAGER 
· Plan, organize and develop the day-to-day operations of the catering / Facility division, whilst meeting customer expectations, food and hygiene standards and financial targets. 
· Organizing, leading and motivating the catering / Facility team.
· Ensuring quality, health and safety regulations are strictly observed.
· Monitoring the HAACP system daily and ensuring all works been carried out in compliance with the quality, healthy, Safety & Environmental management system.
· Monitoring the quality of the product and service provided.
· Managing budgets and monitoring spending levels.
· Maintaining stock levels and ordering new supplies.  

· Liaising with suppliers and clients.
· Negotiating with client representatives, assessing their requirements and ensuring they are satisfied with the service provided.

· Recruiting and training permanent and casual staff if necessary

· Dealing with staffing and client issues

· Verify each raw material quality, expiry date, packaging and recommendations concerning products as they arrive in co-ordination with HACCP Officer.
· Ensures that the hygiene and safety rules been correctly implemented in Catering & Facility operation with the ISO & HACCP standards.
· Monitoring Daily Camp menus, Daily take away meals and Visitors Meal Sheets & Monitoring Staff Register.
· Monitoring and resolving daily Camp activities, Issues of food, disposables and cleaning materials.
· Monitoring monthly stock inventory and forwarding to the Finance dept.
· Organize monthly committee meetings with client’s representatives and getting the feedback.
· Carries out regular inspections of the Camp Facility, kitchen, dining rooms, stores & other facilities in the premises to ensure that all cleaning and maintenance work was carrying out in conformity with company rules and HACCP standards. 
· Support energy performance improvement initiatives.
· Preparing operational requirement list and equipment inventory and forward to FM & GM.
· Prepare monthly cost savings report and submitting to the GM.
· Maintain all accounts related with Facility/ catering and maintain admin records.
· Preparing daily & monthly operational reports and submitting to GM.
AS A  CAMP FACILITY  / WELFARE OFFICER
· Responsible for monitoring and controlling general administrative expenses and run day-to-day functions and manage the Camps where multi services (Catering, housekeeping, transportation, recreation, laundry, maintenance, pest control) are provided.
· Assist The Group H R & Admin Manager, for delivery of all Facilities for all Residents as per 
Company standard and policy.

· Daily meeting with various department and sub-contractors for smooth operations and day 
to day updates/activities.

· Daily meeting with Catering, Securities, Housekeeping, Maintianance,Waste Management In charges and Sr. Camp Bosses for day to day operations/ changes/implementations and follow ups.

· High Coordination with H S E Manager for any suggestions/recommendations for action and assists in the development and implementation of policies, procedures, goals and objectives.

· Maintains property by investigating and resolving tenant( Workers and Staff) complaints; enforcing
rules of occupancy; inspecting vacant units and completing repairs; planning renovations.

· Responsible for Accommodation & Camp related contracts and it periodical renewal.
· Responsible to arrange the health cards & Bank accounts for all resources residing in accommodations.

· Maintain proper records of all activities and incidents occurring in the camps through individual camp bosses.

· Coordinate with Account Department on payroll, payments to all sub contactors ( Camp/Accommodation related)

· Responsible for approval of material requisitions for stationary items, Furniture for Accommodation, other consumable items, labor & staff accommodation inventories etc.

· Convene periodical meeting with camp staff for imploring ideas or suggestions to provide improved services to the residents.

· Co-ordination with H R and Admin. Dept. for new arrivals/departures and distribution of company
letters etc.

· Provide supervision and direction to all residential drivers and developing their customer service skills.
· Supervising and monitoring the service contractors undertaking work at the facility premises and ensure that all facility infantries, equipments, surrounding and appliances are well maintained, operational, and safe to use.

· Responsible for the Catering & House Keeping services provided to the residents of different categories accommodated in the facility. Primary task is to ensure the Cleanliness and the hygiene standards been followed as per the HACCP, DMC, & EHS policy in every aspect of food production and service to the end user.

·  Handling and solving daily affairs of Catering, Accommodation and Housekeeping issues & ensure that these  activities  are carried out as per the contract , any non compliance to be dealt with the appropriate action as per the contract agreement in conjunction with Sr. Officer / O.M

· Formulate contract & weekly menu for contractor ( 4 weeks menu) for each nationality including special menu to be held once a month , i.e., Asians, Arabic , Filipino & Continental  intended to all residents categories in conjunction with Senior officer  advice for any changes if required.

· Responsible for the auditing of menus to be served to the residents and if found that the provided menu is not complied, to recommend for the imposition of sanction/ penalties against the catering company.

· Monitor  & supervising  daily routine Janitorial services were carried out regularly with proper usage of chemicals as per daily task which includes internal, external, surrounding area of all blocks , Ablutions, passage, staircase, Roads, sitting area of all the occupied blocks etc. which are maintained in proper records.
· Conduct periodic meeting with all the facility contractor’s mangers & the resident’s representative to ensure the appropriate consistency standard is maintain as per the SLA in all services provided in the facility.

· Receive and review all suggestion and recommendation received from the residents and include in the menu if feasible as per the contract.

· Ensure that all meal parcel order is in accordance with the request of each company representatives on daily basis and relayed to caterer about daily requirement of meal parcel. Check on food packing and ensure that it is carried out hygienically with required portions ensure that delivery & transportation of food is carried out as per the standards.

· Maintaining daily and monthly meal parcel statement of various companies, prepare month-end summary sheet & invoices, and forward to Senior Officer and to all company representatives.

· Supervise and coordinate in conducting of training to all catering & House keeping staff pertaining to the basic procedures in food handling, hygiene and sanitation including customer service and public relation to satisfy the residents.

· Arranging the functions / Party in banquet hall or in outside as satisfied by customers.
· Ensure that the contractors do not mis use the fixed assets and maintained in good condition and lease with contractor for preventive maintenance program.
· Handle mobilization and transport arrangements for employees for shift, call out to the plant, overtime, emergency and recreation.

· Carry out regular inspections of accommodation rooms, sports and recreation facilities and report defects and irregularities to residential management personnel.

· Prepare Daily Residency Report and Daily Inspection Report and send to Housing / Camp Manager

· Attend to all visitors and handle in the first instance all problems, complaints and enquiries being lodged at the reception area at any time during the shift.

One of the leading catering management services with an exceptional reputation built on consistently high standard of quality & service. 

15 years Worked as UNIT MANAGER in UAE University catering   since 1985   to 2000.

WORK PROFILE

· Responsible for formulating and implementing progressive best catering practices in order for smoothly integrate business plans with quality standards.
· Monitoring daily function like Menu planning, Controlling of food deliveries, Invoices, Quality, and control on food and payroll cost and Foodstuff requisition.

· Controlling and monitoring of quality of the each cuisines.

· Maintain Clients relations by regular meetings and contacts.
· Monitoring the HAACP system daily and ensuring all works been carried out in compliance with the quality, healthy, Safety & Environmental management system.

· Conduct staffs training and weekly toolbox meeting, identifying the training needs, preparing and implementing the training to catering personnel.

· Ensure that staffs are well aware of their duties and responsibilities.

· Leading  and motivating the staffs by creating  a healthy work environment 

· Maintain a professional and pleasant working relationship with superiors.

SHOP MANAGER
          2000 to 2005
Responsibilities
-
Responsible for all works related to the Shop 



Purchasing and Accounting etc. 


· Customer service training.
· Basic Food Hygiene certificate.( EFST )
· HACCP Level  3 
· Person In charge certificate from Dubai Municipality.
· Food Safety awareness in Catering

· Basic Fire Extinguisher training
· Awareness certificate for ISO 9001, 14000, 18000

· Proficiency in MS Office, Word, E-mail & Internet.

Date of birth
     20-5-1960
Nationality
     Indian

Language
     English, Hindi, Arabic, Malayalam & Tamil
Marital status     Married
Visa status
     Employment visa


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