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CURRICULUM VITAE 
Meideen 
Email:  meideen-393167@2freemail.com 

Jobs Responsibility:

·  Schedule & Apply  staff’s visa, medical, coordinating with other internal and external departments

· Collect all appropriate documentation necessary for visa and permits required to be processed.

· Organize visas for holiday and business related travel for managers as required.

· Responding to staff queries on Visa/ Labor/ Passport related matters.

· Ensure all visa, medical and labor permits are up to date and arrange timely renewal

· Assist in all general inquiries concerning labor and immigration matters

· To provide admin support as needs.

· Ensuring that accommodation is clean, well maintained and attractively presented
·  Controlling a budget, managing stock and ordering supplies
·  Liaising with reception services to co-ordinate the allocation of accommodation
·  Liaising with other departments, e.g. the kitchen, to arrange room service
·  Arranging repairs and maintenance
·  Recruiting, training and supervising teams of room attendants
·  Inspecting to ensure that all aspects of the accommodation meet hygiene and health and safety regulations.
·  Planning the availability of accommodation for conference delegates 
·  Supervising the work of cleaning staff and ensuring standards are maintained
·  Negotiating contracts with private landlords, e.g. for accommodation off flat &  campus or off site, and preparing relevant documentation
·  Assists in rooms allocation for incoming and outgoing staff Plans and implements the employee room allocation
·  Prepares rooms allocated
·  Conducts regularly inspections to ensure proper cleaning and the respect of housing rules and regulations as well as the good use of assets.
·  Coordinates all necessary repairs and maintenance
·  Checking pest control and reporting any requirements
·  Inspects all linen, utensils used by employees
·  Records water and electricity consumption in the staff house at the end of each month
·  Maintains all employee notice boards
·  To liaise with the watchmen and security guards in monitoring the visitor register and visiting hours. 
·  To report the needs of the cooking gas and drinking water. 
·  To be responsible for the safekeeping of the staff house keys.
·  To keep correct and up-to-date furniture, equipment, utensil, and linen inventories in the staff houses.
·  Performs all duties and responsibilities in a timely and efficient manner in accordance with established company policies and procedures to achieve overall objectives of this position.
·  To understand and strictly adhere to the Rules & Regulations established in the Employees Handbook and the Hotel’s policy on Fire, Hygiene, and Health & Safety.
· To ensure that all potential and real hazards are reported and rectified immediately.
· Command over various languages such as English, Arabic, Hindi, Urdu, Tamil, Malayalam and other regional languages and good interpersonal skills computer literate having excellent command over MS, Word, Excel, and Power Point, Internet.
Professional Strengths 
· Long-standing Middle East experience of total 11+ years till date.

· Ability to handle Labor Camp / Staff Accommodation with occupancy in large numbers of workers approximately 1000 -2000 from different cultural backgrounds and multinational staff.
· Command over various languages such as English, Arabic, Hindi, Urdu, Tamil, Malayalam Bangla and other Indian regional languages.
· Computer literate having excellent Command over MS- Word, Excel, etc, 
Experience:
1.  

Designation Staff  Accommodation Supervisor 
Duration 2016 to 2018
2. (Italy Restaurant)
Designation: In charge of Staff Accommodation Supervisor Cum PRO Assistant 
Duration: 2012 to 2016
3 Dubai 

Designation: Camp Boss Supervisor
Duration: 2008 – 2012
4. Sharjah
Designation: Camp Assistant
Duration: 2004- 2008
Language Knows:
Arabic, English, Hindi, Malayalam, Tamil
Educational Details:
S.S.L.C Govt. of Educational Department –India

Certificate Course:
Diploma in Computer Application (DCA)

Personal Details:
Date of Birth 

: 
18-06-1977

Nationality

: 
Indian

Married Status
:
 Married 

Religion 

: 
Islam 

Gender

:
 Male 
Current living 
: 
U.AE
Visa Status 

:
Visit visa
Driving UAE

:
Waiting for Final Test.
Yours truly,

Meideen 






