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Position applied: Executive Housekeeper.         
Christiana
Email: christiana.336682@2freemail.com 
	


OBJECTIVE

· Having 20 years experience in Housekeeping. I seek to go for the position of Executive Housekeeper.
· Ready to explore and serve in any field and contribute to the achievement of the organization.  
Achievements
1. Achieving 90% in RGSS 2016.
2. Achieving 88% in Housekeeping Audit Scores 2016.
3. Achieved 100% in LRA Audit 2016.
4. Achieved 83% in Engage to Life 2015.
5. Setting up the Standard of Operation& writing the SOP.
6. Active involvement in room snagging of Al- Ghurair Arjaan & Rayhaan Dubai, of 620 rooms. (428 Hotel rooms + 192apartment) in 2012 in preparation for the opening.
7. Active involvement in room snagging during refurbishment in Towers Rotana Dubai 2011.
8. Raising the Employee Development  from 0 level to 86%

9. Raising the LQA result from 71% to 88% in 2011.
10. Housekeeping Departmental Training co –ordinator from 2008 – till 2012.
11. Being a Departmental Adult First Aider from 2009 – till 2013.

12. Won the Employee of the month 2010 award in Towers Rotana.
13. Won the Employee of the year 2000 award in Four point Sheraton Bur Dubai.
14. Being an opening team member of 130 rooms in Wellington Hotel Effurun, Delta State Nigeria in 2004.

Professional Experience
Jan. 2nd2013 till Date:     Executive Housekeeper – Dubai. UAE.
· Directly reporting to the General Manager 

·  Keeping all the file and report relating to Municipality inspection & maintaining the Hotel 's High Standards 

·  To assist the guest with all queries.
·  Coordinating with Front Office for Check in & Check out of the rooms 

·  To handle Guest complains & requests and to solve the problem as soon as possible 

·  Handling the flow of day to day work independently. 

·  Making a requisition for uniforms for all department staff 

·  Making Monthly Linen Inventory report. Posting of laundry and Minibar bill 

·  Preparing the monthly duty roster and vacation plan for the staff.
·  Managing staffs to ensure expenditures stay within budget limitation. 

·  Train new staff on assigned tasks, use of chemicals, safety regulation programs 

·  Responsible for performance appraisals of staff working in assigned areas as per hotel policy.
Oct. 1 2010 – to Dec.2012:  Assistant Housekeeper - Towers Rotana, Dubai. UAE (336 Rooms + 30 service apartments)
· Active involvement in room snagging of Al- Ghurair Arjaan & Rayhaan Dubai, of 620 rooms. (428 Hotel rooms + 192 apartment) in 2012 in preparation for the opening.
· Active involvement in room snagging during refurbishment of Towers Rotana in 2011.
· Raising on – line Housekeeping cleanliness rating from 81 to 89%.

· Bringing the Housekeeping department from the bottom 5 to the Top in terms of Training.

· Raising the LQA Result from 0 levels to 88%.

· Handling guest complain and getting the feedback.

· Monitoring & Overseeing operation to ensure training is conducted
2008 till Sept. 2010:  Senior Housekeeping Supervisor.
Duties:

1. Allocate rooms to the room attendants based on operational demands.

2. Ensuring rooms are released to the Front Office in a timely manner.

3. Schedule periodical tasks such as Carpet Shampooing and spring cleaning, and supervise the activity to ensure cleanliness of all areas are maintained.

4. Prepare monthly training calendar report based on the 6 months colleagues training plan.

5. Plan and schedule colleague to attend the off job training courses.

6. Monitor cleanliness of the guest rooms and public areas and provide feedback immediately, when desired performance is not achieved.

Dec. 2006 - 2008:          Housekeeping Floor Supervisor

Duties:
1. Prepare and delegate tasks to the Housekeeping Attendants.

2. Provides resources such as keys and supplies to ensure efficient service on the floors.

3. Handle guest requests and complaints with care and follow up effectively to ensure guest satisfaction.

4. Inspect guest rooms to ensure cleanliness and compliance to the Leading Quality Assurance Standards of the Hotel.

5. Monitor room status and effectively communicate room status and release rooms to the Front office department to maintain efficient operation.

6.  Report damaged items in the room and broken equipment to the Engineering department as well as any lost and found items by following the set procedures.

7. Train room attendants to the standards of performance (SOP) to maintain the desired level of performance and leading quality assurance standards.

8. Evaluate the Housekeeping attendants on their performance throughout the year and provide effective feedback when needed.

9. Order Housekeeping supplies on time and ensure inventory procedures are followed to maintain sufficient stock levels for the operational demands.

Dec. 2005 – Dec. 2006:  Housekeeping Order Taker – Sands Hotel Abu – Dhabi.

Duties:

1. Answers all internal and external calls within 3 rings as per the telephone standard manner.

2. Handle all internal, external and guest requests efficiently.

3. Handles all issues pertaining to Lost& Found by receiving, recording, storage, claiming and clearing.

4. Updates and maintains all Housekeeping files.

5. Updates and prepares the discrepancy report by morning and afternoon.

6. Arrange baby - sitting for guests.

7. Keeps and maintains the cleanliness and tidiness of the Housekeeping Office.

8. Clears all outdated reports in the office on a monthly basis based on the Hotel standard for record keeping.

May 2004 – Nov. 2005: Housekeeping in – charge – Wellington Hotel Effurun, Delta State Nigeria.

· Opening team member of 130 rooms.

Duties:

1. Directly reporting to the General Manager.

2. Keeping all files and report relating to Municipality inspection and maintaining the Hotels high standards.

3. Assists the guest with all queries.

4. Coordinate with Front Office for Check - in & Check - Out rooms.

5. To handle guests request and complaints and solve the problem as soon as possible.

6. Make requisition for uniforms for all department staff.

7. Make monthly linen inventory report,

8. Prepare monthly expenses and ensure the budget is controlled.

9. Train new staff on assigned tasks, use of chemicals, safety regulation programs.

10. Responsible for performance appraisals of staff working in assigned areas as per Hotel policy.

Jan. 2003 – April 2004: Housekeeping Supervisor – Selino Suites Surulere Lagos, Nigeria.
Duties:

1. Prepare and delegate tasks to the Housekeeping Attendants.

2. Provides resources such as keys and supplies to ensure efficient service on the floors.

3. Handle guest requests and complaints with care and follow up effectively to ensure guest satisfaction.

4. Inspect guest rooms to ensure cleanliness and compliance to the Leading Quality Assurance Standards of the Hotel.

5. Monitor room status and effectively communicate room status and release rooms to the Front office department to maintain efficient operation.

6.  Report damaged items in the room and broken equipment to the Engineering department as well as any lost and found items by following the set procedures.

7. Train room attendants to the standards of performance (SOP) to maintain the desired level of performance and leading quality assurance standards.

8. Evaluate the Housekeeping attendants on their performance throughout the year and provide effective feedback when needed.

9. Order Housekeeping supplies on time and ensure inventory procedures are followed to maintain sufficient stock levels for the operational demands.
Feb. 1998 – July 2001: Public Area Attendant – Four Point Sheraton Bur Dubai.

Awarded employee of the month of June 2000 & also won the employee of the year 2000.
Duties:
1. Maintain and clean Public Area bathrooms and replenish bathroom amenities.

2. Report any maintenance related issues in the public areas to the Engineering Department for rectification.

3. Carry out cleaning schedule tasks on a daily basis to ensure the highest standards of cleanliness is maintained.

4. Maintain and clean corridors, service areas, service pantries and staircase to ensure a professional and organized appearance.

5. Empty waste bins in all assigned areas.

6. Cleans the Lobby, dust mop floors, dust furniture etc.

7. Ensure the cleaning equipment is cleaned and well maintained.
Jan. 1993 – Jan. 1998:  Federal Palace Hotel Lagos, Nigeria – Housekeeping Order Taker.

Duties:
1.Answers all internal and external calls within 3 rings as per the telephone standard manner.

2. Handle all internal, external and guest requests efficiently.

3. Handles all issues pertaining to Lost& Found by receiving, recording, storage, claiming and clearing.

4. Updates and maintains all Housekeeping files.

5. Updates and prepares the discrepancy report by morning and afternoon.

6. Arrange baby - sitting for guests.

7. Keeps and maintains the cleanliness and tidiness of the Housekeeping Office.

8. Clears all outdated reports in the office on a monthly basis based on the Hotel standard for record keeping.

Strength:

· Good communication and interpersonal skills.
· Strong Customer focus
· Eye for detail.
· Proficient in computer.
· Goal  Oriented

· Ability to motivate the team.

Educational Credentials
· Advance Diploma in  Hotel Management               2010 .
· O level certificate.




1994.                                                                 

· Certificate in Hotel Management & Catering.     1992 -1993.
· West African School Certificate                              1988
Training Attended
· Certificate of Attendance in Civil Defense Training 2016.
· Certificate of Attendance in Civil Defense Training 2014.
· Certificate of Attendance in HACCP Awareness Program 2014.
· Certificate of Attendance in Connecting You Program 2012.
· Certificate of Attendance in Adult First Aid 2011.
· Certificate of Attendance in Interviewing & Selection Skills 2011.

· Certificate of Attendance in Guest Care Programme 2011.

· Certificate in Group Training Techniques - 2010.

· Certificate of Attendance in 1 Day Housekeeping Workshop 2010.
· Advance Diploma in Hotel Management - 2010.
· Certificate in Managing Employee Development 2009.
· Certificate of Attendance in Effective Housekeeping Course,Dubai2009.
· Certificate in Managing People Performance    2008

· On the Job Training         2008.

· Certificate in Leadership & Supervisory skills.  2007.
· Certificate in Telephone Training Skills 2006.
· Certificate of Attendance on Floor care & Maintenance.  2004
· Certificate in Front Office Customer Care. Dubai. 2000
Software Skills
· Operating System :

Windows 
Excel 

Power point

Outlook

Internet
Bayan
Opera

Fidelio
FBM

Oasis

Personal Details:
Name


: Christiana
Nationality

: Nigerian, 
Visa status

: Employment, 
Religion

: Christian, 
MaritalStatus

: Married
Languages Spoken
: English, Yoruba.
