To,

 The Human Resource Manager

………………………………….

…………………………………

………………………………..

  Sub- Job Application for the post of Executive   

             Housekeeper /Housekeeping manager/Accommodation Manager/Relevant Position.                                                    

 Sir/Madam,

       In your esteem organization, I would like to express my interest in current or future openings suitable to my skills and experience. My work ethic (hardworking, sincerity and responsibility) and sense of priority can be a good addition to your organization. I can assure you that I will provide my best endeavor in performance of my assignments.

 I am herewith enclosing my resume, which will tell you more details of my education, skills and work experience.

I shall be grateful if you give me an opportunity to serve your esteem hospitality organization and would appreciate the opportunity for interview at your convenience.  I am reachable at (+91)8987492559 via email :  rajeshnayak.in@gmail.com  and look forward to speaking with you soon.
Warm Regards,

Rajesh Nayak






Phone : (+91)8987492559 (M)

Email: RajeshNayak.in@gmail.com
Cover Letter 2: (use this in email) 

------------------------

Dear HR Manager,

Please accept this letter and my resume as my application for the current/future openings in your esteem organization suitable to my skills and experience. 

I have total 17 yrs experience in Hotel Management and hospitality including 4 years as Executive Housekeeper in Joecons Beach Resort & spa,Benaulim,Goa,1year and 7 months as Accommodation Manager in Park View Clarks inn, Ara, Patna of Clarks inn groups Hotels and Resorts, 1 year and 4 months of experience as Executive Housekeeper at Amrapali Clarks inn, Deoghar of Clarks inn groups of Hotels and Resorts, 1 year and 9 months of experience as Asst.Housekeeping Manager(As a HOD) in Amrapali Clarks inn, Deoghar, Clarks inn group of Hotels and Resorts, 6 months of experience as Asst. Manager Housekeeping(As a HOD) in Clarks Exotica, Faridabad, New Delhi, NCR of Clarks inn groups Hotels and Resorts And 2+years of experience as Housekeeping Executive at Ramada Plaza, JHV, Varanasi, U.P, By Wyndham Hotel Group International.  And 2 years of experience Jr.Housekeeping Executive at Sarovar Portico, Ahmedabad of Sarovar Hotels and Resorts .And 2 years of Management Trainee at Sarovar Portico, Ahmedabad of Sarovar Hotels and Resorts. My recent position is as Executive Housekeeper at Swosti Chilika Resort, Ganjam, Odisha since July-17 till now. Including my on Industrial training experiences has allowed me to gain valuable experience in the field of hotel management and hospitality. It also exposed me to various computer skills such as Hotel Management front desk applications for guest check-in and checkout and automated reservation system, Microsoft Word, Excel and PowerPoint presentation and Internet fundamentals, which I am very proficient with. 
I have consistently met and exceeded organizational expectations and received many accolades for my best performance. I believe, my experience, education and background would enable me to make a significant contribution to your organization. My work ethic (willingness to do better, proactive nature, sincerity, and responsibility) and sense of priority can be a good addition to your organization. I can assure you that I will provide my best endeavor in performance of my assignments/work. 

I would appreciate an opportunity for interview at your convenience. I am reachable at (+91)8987492559 via email: rajeshnayak.in@gmail.com  and look forward to speaking with you soon.

Sincerely,

Rajesh Nayak 

	Rajesh Kumar Nayak




A-13, Ayudh Vihar,

Plot No-3, Sec 13, Dwarka

New Delhi-110075

Phone : (+91)8987492559(M)

Email: rajeshnayak.in@gmail.com
	                          [image: image1.jpg]


                                    


Objective:

I am seeking challenging positions where I may utilize my skills, knowledge, experience, and training proficiently in the field of hotel and hospitality for achieving the organizational goal.

Experience Summary:

Total 17yrs of experience in Hotel Management and hospitality field.

Proficient in computer data input, operation, entry, scheduling, Microsoft Word, Excel, PowerPoint presentation and Internet fundamentals.

Ability to work under supervision, and provide supervision.

Consistent in performance day in and day out.

Team player. Always willing to help and work with anyone

Calm under pressure. Always think before making a decision.

Professional Qualifications:

3 years Bachelor Degree in Tourism & Hospitality Services, UTKAL UNIVERSITY of Culture (2003-2006).

Diploma in Computer Application – 2002.

Academic Qualifications: 

B .Sc  (Physics, Chemistry and Mathematics), Fakir Mohan University (2002)

I .Sc   (Physics, Chemistry and Mathematics), C.H.S.E, Bhubanewar (1999).

10th ,   B.S.E, Cuttack, (1996)

Personal Profile
     :  

•   Nationality
: Indian

•   Marital Status
: Married

•   Date of Birth   :06-09-1982

•   Sex                  : Male

•   Religion
: Hindu

•   Passport No.    : T0607049

•   Skype I.D.       : rajesh.nayak31

•  Language Known: English, Hindi, Oriya, Gujarati, Bengali.

•   Permanent Address: AT-Deuladihi, PO-Khadimahara, VIA-Dhusuri, 

                                      DIST- Bhadrak, STATE-Odisha, (756119), India

                                       .   

Achievements                 :

       • Achieving the certificate for Supervisor Development programme of Sarovar Hotels and Resorts in Hotels Sarovar portico, Ahmedabad.

      •  A member in Core Committee for Quality Audit of Hotel Ramada Plaza, JHV, Varanasi.

Professional Experiences:

1-Swosti Chilika Resort, Ganjam, Odisha(Swosti Group of Hotels and Resorts)

July-2021 to till date.

Executive Housekeeper.

Responsibilities:

Managing Housekeeping Operations 

Responsible for cleanliness, hygiene and comfortness of Rooms, Swimming pools and all public areas.

Ensures guest room status is communicated to the Front Desk in a timely and efficient manner.

Works effectively with the Engineering department on guestroom and public areas maintenance needs.

Supervises the property general cleaning schedule.

Supervises daily housekeeping shift operations and ensures compliance with all housekeeping policies, standards and procedures.

Assists in the ordering of guestroom supplies, cleaning supplies and uniforms.

Daily check on the quality of housekeeping in guest rooms with particular attention to Suites, V.I.Ps and long staying guest.

Holding the briefing of Supervisors and staffs.

Present my departmental issues in departmental heads meeting.

Co-ordinate with Purchase department and Suppliers regarding Cloth materials and non-availability items for rooms and public items.

Co-ordinate with Front office regarding arrival, departure of Groups, Arrival on back to back groups, Walk-in and VIPs and F&B service also for smooth operation.

Co-ordinate with Maintenance regarding preventive maintenance, major Complain of rooms and public areas.

Prepare Extra cleaning Schedule and Heavy pest control of rooms and public areas for maintain high standard of cleanliness and hygiene to the organization.

Prepare housekeeping staff rotas and duties..                                                 

Taking regular internal housekeeping training for the staff as per HK - SOP.

Dealing with Suppliers/Vendors for quality products and purchasing new Capital assets, Electrical equipment for hotel in coordination with Higher Management peoples.

Managing Departmental Costs

Participates in the management of the   department’s controllable expenses to achieve   or exceed budgeted goals.

Understands the impact of department’s operations on the overall property financial goals and objectives and manages to achieve or exceed budgeted goals.

Prepare the annual budget of housekeeping of both Capital and Operational.

Prepare Month end report (Linen inventory, Minibar inventory, Uniform Inventory Cleaning Supplies, Guest supplies and Amenities consumption, Room Cost and HK MIS etc) for Housekeeping department.

Maintain the cost control of Housekeeping department in various ways.
Ensuring Exceptional Customer Service

Responds to and handles guest problems and complaints.

Strives to improve service performance.

Empowers employees to provide excellent guest service.

Emphasizes guest satisfaction during all departmental meetings and focuses on continuous improvement.

Monitoring guest feedback and extending special courtesies to regular and VIP guests.
Managing Laundry Operations 

Responsible for smooth operation of Laundry section and maintain standard of  all types linens and fabrics. 

Ensures all Laundry machines functioning well and good condition .

Ensuring the washing of linen and uniform as per standard.
Approve distribution of linen to guestrooms and food and beverage department areas.

2-Joecons Beach Resorts & Spa, Benaulim, Goa.

Aug-2017 to July-2021.

Executive Housekeeper.

Responsibilities:

.Same given above as per Swosti Chilika Resort, Odisha

3-Park View Clarks inn, Ara, Patna (Clarks inn Group of Hotels and Resorts)

Feb 2016-July 2017

Accommodation Manager(Preopening Team)

Ensure that all guest rooms and public areas are to cleaned to the highest standard with proper hygiene.

Responsible for to manage housekeeping directly and also oversee front office operations also.

 Responsible and taking care of all renovation works of hotel as per instructions of Interior designer.. 

Responsible and taking care of Plumbing, Carpentry, Electrical, Painting and polishing of Rooms and public area in project work.

Monitor the coordination between all departments for smooth and efficient operations.

Recruiting the staffs for the hotel after reference check and upkeep the human capital.

And other Responsibilities are same given in above as per Joecons Beach Resorts and Spa,Benaulim,Goa.

4-Amrapali Clarks inn, Deoghar (Clarks inn Group of Hotels and Resorts)

Oct 2014-Jan 2016.

Executive Housekeeper
Responsibilities:

 Responsible for cleanliness, hygiene and comfortness of rooms and public areas.

Daily check on the quality of housekeeping in guest rooms with particular attention to Suites, V.I.P and long staying guest.

Holding the briefing of Supervisors and staffs.

Present my departmental issues in departmental heads meeting.

Responsible for smooth operation of Laundry section.

Maintain Co-ordination with Purchase department and Suppliers regarding Cloth materials and non availability items for rooms and public items.

Maintain Co-ordination with Front office regarding arrival and departure of Groups, Walk-in and VIPs and F&B service also for smooth operation.

Co-ordinate with Maintenance regarding preventive maintenance, major Complain of rooms and public areas.

Prepare Extra cleaning Schedule and Heavy pest control of rooms and public areas for maintain high standard of cleanliness and hygiene to the organization.

Prepare the annual budget of housekeeping of both Capital and Operational.

Prepare housekeeping staff rotas and duties.

Prepare Month end report (Linen inventory, Cleaning Supplies, Guest supplies and Amenities consumption, Minibar inventory etc) for Housekeeping department.                                                    

Ensured that housekeeping functions operate to the highest standards required by management. 

Recruit and dismissal the staffs for Housekeeping Department coordinate with HR dept..

Taking regular internal housekeeping training for the staff as per HK - SOP.

Monitoring guest feedback and extending special courtesies to regular and VIP guests.

Interacting with guests for their suggestions to provide better service and facilities.

Attain guest complain promptly and take feedback from guest.

      Maintain the cost control of Housekeeping department in various ways

5-Amrapali Clarks inn, Deoghar (Clarks inn Group of Hotels and Resorts)

Jan 2013-Sept 2014.

Asst. Housekeeping Manager(As a HOD) (Preopening Team)
Responsibilities:

Same given above as per Amrapali Clarks inn, Deoghar.

6-Clarks Exotica, Faridabad, NCR, New Delhi (Clarks inn Group Hotels and Resorts)

August 2012-Jan 2013

Asst. Manager Housekeeping(As a HOD)

Responsibilities:

Same given above as per Amrapali Clarks inn, Deoghar.

7-Ramada plaza, JHV, Varanasi, UP. India (By Wyndham Hotel Group International)
July 2010-August 2012.
Housekeeping Executive
Responsibilities:
Supervise the cleanliness, hygiene and public areas including Health club and Swimming pool.

Holding the daily briefing of  staffs

Co-ordinate with Front office regarding arrival and departure of Groups, Walk-in and VIPs and F&B service also for smooth operation.

Co-ordinate with Maintenance regarding preventive maintenance, major Complain of rooms and public areas.

Prepare Extra cleaning Schedule and Heavy pest control of rooms and public areas for maintain high standard of cleanliness and hygiene to the organization.

Prepare the annual budget of housekeeping of both Capital and Operational on behalf of E.HK.

Attain morning meeting o behalf of Executive Housekeeper.

Checking the quality of cleanliness, hygiene of guest rooms with special care of V.I.Ps and long staying guest.

Taking the inventory of linen, Cleaning Supplies, Guest supplies and Amenities consumption, Minibar inventory etc for Housekeeping department.                       

Taking regular internal housekeeping training for the staff as per HK - SOP.

Develop and supervise the lost and found procedure including the disbursement of unclaimed articles to employees.

List of not available items is prepared and forwarded to the Executive Housekeeper and follow up on the same with the Executive Housekeeper for procuring the same.

Checking the guest feedback and extending special courtesies to regular and VIP guests.

Supervise to horticulture section which maintains the garden and flower supply to banquet, lobby and guest rooms for flower arrangement.

Interacting with guests for their suggestions to provide better service and facilities .And attain guest complain promptly.

Supervises the night crew works with the Public area supervisor or staff in charge and gives report to the Executive Housekeeper and maintains follow ups during the day for the pending work by the night crew.

8-Sarovar Portico, Ahmedabad, India (Sarovar hotels and Resorts)
Jun 2008 – Mar 2010
Jr.Housekeeping Executive. 
Responsibilities:
Same given above as per Ramada Plaza, JHV, Varanasi.

9-Sarovar Portico, Ahmedabad, India (Sarovar Hotels and Resorts)
Jun 2006 – Jun 2008
Management Trainee.

Responsibilities:
Check all the guest rooms and public areas against area check list and see that they meet the standards of cleanliness and hygienic.   

Check on the serviceability of all housekeeping equipment on floor and public area.

Prepare the schedule of carpet shampoo and extra cleaning of rooms and public area.

Train room attendants and houseman for maximum productivity and standard of efficiency.

Undertake daily staff scheduling when required.

Managed the daily operations of Housekeeping Desk.

Maintaining various types of register such as lost & found, desk control,                                  floor missing, maintenance work pending, daily briefing, checking  log book, key register ,grooming register ,staff placement register and extra cleaning schedule of room and public area.

Takes monthly inventory of Linen, Minibar and Guest supplies.

10-Swasti Plaza Hotels, Bhubaneswar, India (Swosti Groups and hotels)
Sep 2004 – Mar 2005
Industrial Trainee 

 Responsibilities were maintaining records of check in & check out of guests in front office, handling guest requests ,service the food and beverage to guest in room, restaurant, and banquet, prepare mise-en-place and help in cooking in kitchen and prepare bakery item for guest and clean the guest room and public area in housekeeping also.

Date-                                                                                                     Signature-

Place-

