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MARY
E-mail: mary.368213@2freemail.com 

Position: House Keeping Supervisor

Career Objective:
A position in a company providing the opportunity to make strong contribution where my knowledge will be applied and continue through the development of my professional skills.
	
	
	WORKING EXPERIENCES

	Name of Company
	:
	UNIVERSAL SERVICES AND MAINTENANCE

	Area of Assignment :
	AL AHLI HOSPITAL

	Address
	:
	Doha, Qatar

	Position Held
	:
	House Keeping Supervisor

	Employment Date
	:
	December 2015 to March 2017


Duties and Responsibilities:
· Direct and manage the work of the cleaning staff in the hospital 
· Responsible for the assignment of cleaning staff and their work duties 
· Prepare Work Performance Evaluation 
· Train new staff in the policies and procedures, as well operation of cleaning and maintenance of equipment 
· Handling complaints and all housekeeping-related customer service concern 
· Maintain daily inventory records of cleaning and other supplies 
· Keep tracking the schedule 
	Name of Company
	:
	UNIVERSAL SERVICES AND MAINTENANCE

	Area of Assignment :
	IKEA QATAR

	Address
	:
	Al Kheesa, Doha, Qatar

	Position Held
	:
	Housekeeping Supervisor

	Employment Date
	:
	February 2015 to November, 2015


Duties and Responsibilities:
· Manage and supervise the housekeeping crews 
· Maintain the cleanliness of the building or establishment. 
· Follow the procedures and guidelines of the management 
· Make all the details and reports of the team. 
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· Assist customers for any inquiries 
	Name of Company
	:
	TANZIFCO COMPANY

	Area of Assignment :
	HAMAD MEDICAL CORPORATION, PEDIATRIC EMERGENCY

	Address
	:
	Al Saad, Doha, Qatar

	Position Held
	:
	Housekeeping Staff

	Employment Date
	:
	June, 2010 to May, 2012


Duties and Responsibilities:
· Maintain cleanliness in designated area and updating the chemical list 
· Making the dilution of chemicals for cleaning method 
· Collect and segregate the waste contamination and normal garbage 
· Putting labels for the contaminated waste. 
· Create a safe and clean environment 
· Knows how to use scrubbing machine 
· Polishing machine and carpet shampoo 
	Name of Company
	:
	TANZIFCO COMPANY

	Area of Assignment
	:
	HAMAD MEDICAL CORPORATION, OPERATION ROOM

	Address
	:
	Al Khor, Doha, Qatar

	Position Held
	:
	Housekeeping Staff

	Employment Date
	:
	March 28, 2008 to May 06, 2010


Duties and Responsibilities:
· Maintain cleanliness in designated area and updating the chemical list 
· Making the dilution of chemicals for cleaning method 
· Keeping the area/unit fully sterilize before and after the operations 
· Collect and segregate the waste contamination and normal garbage 
· Deep cleaning all theater 
· Putting labels for the contaminated waste 
· Create a safe and clean environment 
· Knows how to use scrubbing machine 
· Polishing machine and carpet shampoo 
	Name of Company
	:
	NIC-NIC FLOWER SHOP

	Address
	:
	St. Agustine Cathedral, Cagayan de Oro City, Philippines

	Position Held
	:
	Flower and Weeding Coordinator

	Employment Date
	:
	January 2000 to September 2007


Duties and Responsibilities:
· Arrange booking/reservation for special occasion; 
a. Bouquet delivery/for birthday 
b. For opening or cutting ribbon 
c. Wedding arrangement. 
· Understand the wedding event and any other related to the occasion 
· Understand the style, colors, vibe and the taste of the clients. 
· Prepare and arrange the orders of the customers. 
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· Knows how to make bouquet, centerpiece, corsage, funeral stand. 
	Name of Company
	:
	PEARL GARDEN RESTAURANT

	Address
	:
	Lim Ket Kai, Cagayan de Oro City, Philippines

	Position Held
	:
	Cashier cum Food Attendant

	Employment Date
	:
	February 1997 to November 1999


Duties and Responsibilities:
· Greet customers and answer their questions about meal. 
· Check the food menu of the day 
· Prepare and serve meals for dining in and carryout 
· Replenish stocking stations with utensils, condiments, napkins and drinking cups 
· Update all sales for the day and report. 
· Update daily inventory 
SKILLS AND STRENGTHS:
· Computer application software (MS Office and MS Excel & other software application) 
· Hardworking and good communication skills 
· Responsible person & willing to adapt new techniques & skills 
· Resourceful and flexible 
· Goal oriented and can work under pressure 
· Can handle various task independently 
· Good interpersonal relationships with other people. 
CERTIFICATES & SEMINARS:
· Certificate of Hazardous Materials and Waste Management 
· Fire and Safety Seminar 
· Infection Control Seminar 
· Certificate of Appreciation Appreciation Award by Ikea Company 
EDUCATIONAL ATTAINMENT :
SYSTEM TECHNOLOGY INSTITUTE
Computer Programming Cagayan de Oro City, Philippines 2nd year College, March 1998
FILTEQ SCHOOL
Office Management Short Course (6 Months) Doha, Qatar
2016
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POLO-OWWA
Computer Photoshop Doha, Qatar
2015
POLO-OWWA
Basic Microsoft Office Doha, Qatar
2011
	
	
	PERSONAL INFORMATION

	Nationality
	:
	Filipino

	Religion
	:
	Christian

	Civil Status
	:
	Married

	Language
	:
	Tagalog, Visayan & English

	Visa Status
	:
	Tourist Visa
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