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Address		: 29-D AURORA ST. Davao City , Philippines  8000
Mobile No.	: +63.927.132.5051
Birth date	: 21 January 1982
Height		: 5’10
Age		: 37 Years of Age
Status		: Married
Email Add.	: vince21_715@yahoo.com

POSITION APPLIED : Position that fit to my qualification

OBJECTIVES:	To secure a challenging and responsible position that will allow me to utilize and develop my skills and offers opportunity for personal growth and advancement.

PERSONAL  ATTRIBUTES:
· Very good communication and organizational skills.
· Superior in customer service skills.
· Dedicated beyond normal expectations. Absolutely reliable.
· Can responsibly manage tasks given efficiently.

WORK EXPERIENCE:

GAISANO MALL OF DAVAO BRANCH AND DIGOS BRANCH/ DSG SON’S INC. 
JP Laurel st. Davao city (Presently working)

[bookmark: _GoBack]Job title : Housekeeping Head Supervisor/ Mall Operation Officer /Facility PropertyOfficer

Duties and responsibilities :

· Mall operation officer provides clerical and administrative assistance to the building administration officer and tenant relation officer in conducting day to day activities of the mall operations.
· Check all mall facility to insure that all facility are in good condition and functional.
· Check all mall areas for possible damages and for repairs and report directly to mall operation manager or Building administration officer for immediate action.
· Check all mall areas for cleanliness and hygiene purpose.
· Assist tenants of their concerns
· Follow the customer service procedures
· Supervise all mall operation department staff of their duties and responsibilities
· Supervision of housekeeping department staff
· Record all job orders by each deapartment
· Report and records all charges and penalties


Job Title :Overall in charge Housekeeping Supervisor  including the 3  Branches of malls.

Overall purpose of the job :
· To ensure standards of cleanliness, hygiene and tidiness are maintained throughout the mall and to manage the housekeeping department efficiently to maintain standards and control costs.

MAIN DUTIES AND RESPONSIBILITIES

· 1. To ensure standards of cleanliness, hygiene and tidiness of all public areas are maintained:
 a) Supervising the daily cleaning of assigned areas and public areas to the highest standards. This includes  vacuuming, mopping and dusting daily. Subject to levels of business the housekeeper will be expected.
 b) Maintaining an orderly storeroom and trollies.

2. To ensure customer satisfaction is maintained by:
 a) Ensuring guest property left behind is logged and stored in a secure location for lost property.
 b) Resolving any guest problems or complaints when possible and ensuring management are kept informed. e) Actioning any maintenance requests in order to comply with the Mall established quality standards and ensure guest satisfaction.

3. To set and maintain standards of service commensurate with the standing of the Mall:
 a) Managing a stock control and ordering system to ensure availability of stock and cost control to maintain costs to a minimum. 
b) Attending any appropriate mall operation meeting.  c) Wearing a clean and suitable uniform  at all times. d) Implementing the Mall’s good customer relations policy, including politely addressing guests and colleagues at all times

4. To ensure the department is operated well within my supervision: a) Immediately reporting and documenting to management any observed or known safety hazards, conditions or unsafe practices and procedures.
 5. Carrying out any other duties as may be reasonably required by management.

San Francisco Doctor’s Hospital Inc.
Agusan del sur ( January 2014 to May 2014 )

Job Responsibilities : 
· Promoting the newly build hospital to the barangays, neighboring municipalities, meetings with the municipal mayor, provincial administrator.
· In charge as pollution control officer, hospital permits, building permits, all documents needed for hospital operations.
· Chairman of hospital waste management committee 
· Directly reporting to the president / vice president  and HospitaL CEO. For reports and accomplishment

AMARANTHUS  SPA & MASSAGE  (Supervisor ) 
Davao City ( January 05,2012 to October 30,2012 )

· Supervise the overall  operation of SPA.
· Provide a good and harmonious relation with guest and crew.
· Staff grooming inspection daily.
· Weekly stock inventory. Inspect the cleanliness and hygiene of store.

BANFF INTERNATIONAL HOTEL  (Assistant  Housekeeping Supervisor / Room Attendant)
333 Banff Avenue P.O Box 1040 Banff, Alberta Canada T1L1B1
Contact Number (403)-762-5666 Fax Number  (403)-760-3290
(January 28,2009 to November 08,2010 )

· Maintaining the area clean presentable at all time.
· Inspect the rooms after the guest leaves the rooms.
· Inspect the rooms before guest  go inside the rooms.
· In charge to train the newly hired housekeeper
· Laundry aide 
· Help the housekeeper in Changing guest linens and towels and toilet amenities
· Monitor all the duties of all housekeeper.
· Provide the guest needs  and wants 
· To give guest satisfaction
· Food server / waiter

STAR CRUISES COMPANY ( Superstar Virgo and Superstar Aquarius)   
       September 2005 to November 2007   ( CABIN STEWARD Group Team Leader )                                                                                               
· Regular and daily cleaning as to maintain the cleanliness of the guest rooms is much needed, as it is very much necessary for ensuring the health of the guest .
· Maintain the standard cleaning procedure.
· To secure the safety of the guest inside or outside the rooms.
· To provide a good rapport between the guest and my co-worker.
· To provide the needs and wants of the guest or passenger.
· Deck team leader
· In charge and responsible to train the newly hired cabin steward or stewardess in my area .
· Emergency group team leader.
     
    COCA-COLA Company ( CCBPI ) on job training program office staff
    November 2002 to February 2003

· Conduct daily inventory of stocks.
· Prepared and arrange document to be submitted to manager.
· Filled suppliers receipts. 
· Computer encoder and telephone operator.
· Customer service assistance.

SEMINAR AND TRAINING ATTENDED

· Housekeeping Training  (TESDA National Certificate II ) December 2007.
· Hotel operation training department ( Basic soft skills )onboard,  June 2006. 
· Passenger safety training onboard (Superstar Virgo ) November 2005.
· Crowd Management ( Superstar Virgo ) October 2005.
· Basic safety training ( SOLAS ) August  2005.
-Personal survival techniques
-Fire fighting and fire prevention
-Elementary first aid
-Personal safety and social responsibility
· Young marketing society ( YMS ) basic and Current selling techniques
( Personality Development ) 2002.

EXTRA CURRICULAR ACTIVITIES

· High school varsity ( Basketball )
· Young marketing society ( YMS ) 2002 to 2003
· Philippine national red cross 1999 to 2000
· Mother Ignacia  club member 1997 to 2000


EDUCATIONAL BACKGROUND

· Elementary : Our Lady of Fatima Academy -  1995
· Secondary    : Our Lady of Fatima Academy -  1999
· College	        : University of Mindanao           -  2003
Bachelor of Science in commerce Major in Marketing  



CHARACTER REFFERENCE

· Ms. Annaliza, Claveria ( Manager ) 
               Magsaysay Maritime Inc. 
	(Star Cruises Company)
	Contact No. 082-225-0789
	
· Mrs. Grace Basa ( Manager ) 
Amaranthus Spa & Massage
Contact No. +63-915-9199155 or 0942-4971728+

· Ms. Yumiko Suzuki  ( Head Accounting Department )
Banff International Hotel, Alberta Canada
Contact Number ( 403)- 762-5666
Fax Number (403)-760-3290

· Ms. YONIE RAMIREZ BULAO
MALL OPERATIONS MANAGER
Gaisano Mall of Davao
Contact No. +63-9176522617






        I declare that the above information is true and correct.
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