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Evelyn


Dubai Marina, Dubai, United Arab Emirates

C/o- +971503718643
evelyn.379224@2freemail.com 
Career Objective

To pursue a career in a reputable organization that provides opportunities development and growth for its employees. To be part of a respectable company which would enable me the opportunity to share my knowledge and experience and in turn, improve its standards and goals.
Personal Profile

Conscientious, hard-working, loyal and honest. Accurate, fast keying skills and proficient in computer skills. Ability to quickly adapt and perform correctly and good-naturedly during any assigned tasks. Over two years experience in professional supervisory housekeeping with proven efficiency and accuracy in managing multiple functions, solving problems, maintaining confidentially and producing quality work.
Work Experience

Housekeeping Supervisor (promoted) Alshirawi Facilities  Management         October 2014 to date.
Le Reve Tower, Dubai Marina – 2 years. Receptionist - 6 months House Keeping Supervisor - 18 months
Volante tower,  Business Bay.  House Keeping Supervisor- 6 months
American School Of Dubai. House Keeping Supervisor to date.



Duties and Responsibilities.

· Assigns workers their duties and inspect their work for conformance to prescribed standards of cleanliness.

· Investigate complaints regarding housekeeping service and equipment, and takes corrective action. Obtains a list of apartments to be cleaned immediately.
· Coordinates work activities among departments.

· Conducts orientation training and in-service training to explain policies, work procedures, and to demonstrate use and maintenance of equipment.

· Inventories stock to ensure adequate supplies.

· Answering e-mails and reporting all incidents to the general manager of the building.

· Participate in staff meetings to discuss company policies and patrons' complaints
· Make recommendations to improve service and ensure more efficient operation.
Housekeeping Supervisor. September 25, 2012- September 24, 2014
Living Clean Building Cleaning Service

International City China Cluster. 
Duties and Responsibilities

· Assist and advise the manager in implementing the data route, schedule of the workforce and staff issues.

· Handle customer service issues.
· Direct and supervises drivers for instructions in daily operations.

· Secure weekly supplies of operational materials.
· Prepare for Monthly Team Building Activities.
· Direct report to the Administrative Manager.

Waitress

Khaminato Hotel, Ichiba Ken Japan. December 2002 – December 2004

Duties and Responsibilities

· Providing seats and tables to customers by escorting them to their booked tables.

· Gives warm greetings a soon as the customers arrive.

Educational Background

Technical Education and Skills Development Authority- Housekeeping

February 16, 2010-February 16, 2013 Manila Philippines

Personal Data

Birthdate:


December 24, 1979

Place of Birth:

Caloocan City, Metro Manila Philippines

Status:


Single

Religion:


Catholic

Language Spoken:
Fluent English, Fluent Japanese, 1st language Filipino


