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Professional Profile

· Self-motivated and highly efficient Housekeeping professional, possessing experience of over 10 years. Also experience of having worked with leading fast food restaurant brands & hospitality industry. Possessing valuable insights, keen analysis and team approach to implement best practices used, adept at working in high pressure environments with strict deadlines and multiple deliverables.

· Strong background in working Knowledge of Cleaning Procedures and Equipment, Chemical Handling, Inventory, Public Hygiene Standards, Guest Relations, Staff Controlling,  Infrastructure and Training, Shift Handover, Monthly & Weekly & Daily Cleaning Schedule, Staff Allocation.
· Specific knowledge of principles exceptional customer service standards, problem solving skills with the ability to work in multi-cultural environments and ability to work positively and cooperatively in a diverse team environment.

· A keen planner and strategist with experience of handling the entire operation.


Key Competencies 



Strategic Planning • General Administration • Coordination Skills • Store keeping • Cleaning Procedures • Purchasing & Ordering • Manpower Management • Stocks Management • Budgeting & Costing • Vendor Management • Documentation & Reporting • Maintenance Reporting • Staff Duty Schedule • Deep Cleaning Schedule • Safety & Hygiene Procedures • Basic computer knowledge. • Understanding Hotel Operations • Effective Communication • Planning for Business • Supervising Operation• Team work • Adaptability • Customer Focus • Drive for result

Organizational Experience 


· Worked as a Housekeeping Supervisor with Alpha Flight Catering Sharjah Airport Sharjah U.A.E. From 2014 till 2016 report to Facility Manager and Quality Assurance Manager. 

       Essential Duties and Responsibilities:
• Check the number of employees who report for duty as specified in the duty roster and ensure
that they sign in and out. All absenteeism, late arrivals and requests for leave should be marked
in red ink. Necessary explanation letter to be issued for all absenteeism
• Conduct team briefings ensuring all staff are compliant with grooming and hygiene standards.
Assign work allocations and ensure they have the appropriate PPE, tools, equipment and
cleaning materials to start work on time
• Inspect that routine cleaning is carried out and ensure that the quality is up to the set standard in line.

All NCR’s should be marked in the Supervisor’s checklist and corrective action should be taken through the same cleaner. Note any deviation from the schedule and any additional/special jobs carried out in the daily log book
• Inspect that all cleaning is carried out in line with risk assessments, COSHH and PPE
requirements
• Attend safety meeting and training sessions and operate in accordance with the instruction
received
• Accepts responsibility for the safeguard and control of all company assets in an efficient way to
meet procedures and departmental budget
• Assess and provide the feedback on the performance of housekeeping employees, identify
areas of improvements and implement immediate corrective action
• Carry out annual appraisals
• Train, coach, mentor, develop and motivate employees to meet and exceed companies and
customers’ expectations
• Accept responsibility for the general administration of the department which includes preparing
time sheets, store requisitions and monthly inventories of equipment, tools and supplies, filing
of documents, preparing work schedules and checklists and preparing monthly housekeeping
reports
• Maintain records in the assigned area for communication, improvement and audit purposes
• Accept responsibility for the care and serviceability of equipment. Supervise maintenance and
service of equipment on a regular basis and ensure all sat safety and security procedures are
adhered to
• To train, coach, develop and motivate subordinates to meet and exceed company and company
expectations
• Assist in leave planning and the timely submission of leave applications
• Enforce Company Policy, Housekeeping Policies and Procedures including Lost & Found
Procedures
• Be fair and impartial in all situations and avoid bias at all costs
• Maintain good professional relations with residents, guests and all employees
• Make appropriate and detailed log entries regarding any incidents encountered during the tour
on duty, at the end of the shift.
• Assist with the preparation of annual budgets and be aware of actual on a monthly basis
• Report all relevant information to the Assistant Support Services Manager or relevant
management support function
• Maintain follow-up actions
• Assist the Area Operations Manager in achieving housekeeping related objectives 

· Worked as Housekeeping Supervisor in a Three Star Hotel AL MAHA RESIDENCY RAS- AL-KHAIMA-U.A.E. from June 2010 to 2013.

Essential Duties and Responsibilities
•Prepare Housekeeping Attendants job assignments

•Issue keys and supplies to Housekeeping Attendants

•Take note of VIPs, Do Not Disturb, Sleep Out, and Double-Lock Rooms and take appropriate action

•Attend daily meetings and receive special instructions

•Receive check-outs before reporting them as vacant

•Receive special requests from guests and carry them out

•Inspect areas cleaned using checklist to see that cleaning is adequate, supplies in room are as per standard and immediate repairs are reported

•Fill out report and hand over found articles to the lost and found department

•Supervise cleaning of guest rooms, corridors, stairwells, pool, coffee shop, massage center  and around the hotel

•Train and assist Housekeeping Attendants and advise Superior about performance

•Assist with inventory and ensure that all housekeeping machines and equipment are properly handled and maintained

· Worked as a Housekeeping Executive with Express Housekeeper Pvt. Ltd. in a Hotel Accommodation Large property for visitors Patanjali Phase-2 Haridwar INDIA, until 15 March 2010.
· Worked With Express Housekeeper Pvt. Ltd. In D.D. City Mall Gwalior INDIA as a Sr. Supervisor from November 2007 to Continue and promoted as an Executive continue other location.

. Attend or conduct a brief meeting daily.
. Maintain clear and efficient communication and coordination with the facility management team/technicians and other departments.
. To attract, motivate and retain staff. Provide leadership support and is readily accessible to staff.
. Assist in interviewing, training, development, empowerment, coaching and counseling of staff.
. Conduct performance reviews and progressive discipline.
. Refer and follow through on requests, concerns, issues of team members to the team satisfaction.
. Establish a congenial relationship with the business units and address their grievances.
. Delegate assignments and supervise supervisors, coordinators, vendors and suppliers.
. Ensure continual growth in line with the current market trend.
. Monitor and perform inventories monthly. Ensure enough consumables in line with cost contro
. Project control and delivery
. Planning of day to day operations and smooth transition between construction phase and business operations
. Assurance, control of stabilization of the same (daily checks/rounds through the building)
. Based out of Business Park
. Feedback and mitigate measures

· Worked as a Housekeeping Supervisor in a Three Star Hotel SHELTER GWALIOR INDIA  2005 to 2007.

Training completed 

· Chemical Training Certificate from the company of Taski, Cleenol, Arpal and Anichem.

· Complete training for PPE,COSHH and basic HACCP.

· Eight weeks Training certificate of Housekeeping Dept. By Express Housekeeper Pvt. Ltd INDIA. 

Training For :

 All types of machine training for Tiles Cleaning , Vacuum , Auto Scrubber, Manual Sweeper, Single Disk Machine , Buffing, Polish etc.

Chemical training for Tiles, WC, Washroom, Carpet Shampoo, Wood polish , Stain less steel polish, Glass and Mirror, Air Freshener etc.

· Worked Six months as a Trainee Housekeeping Supervisor In Hotel SHELTER GWALIOR since 01.01.2005 to 30.05.2005

 Training For :
          Rooms Cleaning procedures , Make-up rooms, Proper Mini Bar Set up , Check in & Check out, Swimming

          Pool cleaning by chlorine , filtration and water backwash process.
Operations
· Handling operational functions like pre-shifts staff briefings, daily Service report.

· Inspect cleanliness and proper set up. Enforce compliance with the highest standards of Cleaning. Conduct hygiene inspections while providing feedback to the operating staff & Supervise for gaps in actual Vs standardized norms. Make recommendations concerning the improvement of service. 

People Management/Training

· Staffing, recruitment, performance review of the Team Members.

· Supervising, managing and monitoring team, ensuring optimum performance.

· Practical and theoretical training to enhance skills & motivation levels.

· Accountable for making Staff Salary, Duty Roaster & attendance of all Housekeeping Dept.

Education

·  SSC (10+2) U.P. Board with PCM from Agra INDIA.

· HSC U. P. Board from Agra INDIA.


Date of Birth: 15th April 1982



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