COVERING LETTER
Dear Sir / Madam,
In today's highly competitive Hospitality Business, Organizations need Strong and Energetic personnel to meet the challenges of excellent service standards. 

I am certain and I can contribute this level of Professionalism to your team, and request you to consider my qualification and experience.

Currently, I am seeking a position of “Executive Housekeeper” where I can continue to contribute as a “Strong Team leader”.
I am confident that my Innovative and Customer-Focused approach would make a significant contribution to the continued success of your chain.

Thanks & Regards,
Stephen Jebamalai 

Contact no.  +91 8848457052.
Encl.: Resume 

RESUME
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STEPHEN JEBAMALAI





       
India.                                                                                           

Mobile - +91 8848457052







Email id- jrims.1986@gmail.com
OBJECTIVE: 

Seeking a challenging position, which provides an opportunity to utilize my skills for professional development as well as Organization development.
Personal Skills:

Ability to deal with people diplomatically.

Willingness to learn & get involved in all plays.

Good verbal and written communication skills.

Prompt, Polite, Sincere & Stretchable Person.

Executive Housekeeper (ITC Fortune Trivandrum – The South Park – 77 Rooms)

· Managing overall HK operation including laundry and landscaping.
Executive Housekeeper (Ramada Alleppey – 125 Rooms & In-House Laundry)

· Managing overall day to day operation including laundry and landscaping in order to have smooth functioning on daily basis.

Housekeeping Manager (Emirates Grand Hotel Apartments - 346 Apts & Al Farej Hotel - 92 Rooms & In-House Laundry) 

Responsibility & Authority:
· Manage the daily operations of the Housekeeping, and where applicable, the Laundry/Valet departments. Responsible for budgeting, forecasting, and financial planning of the departments. Manage the selection, training and development of employees with an eye toward maximum employee satisfaction, productivity and guest satisfaction.
· Conduct regular inspections of the hotel to ensure adherence to cleanliness and maintenance standards. Manage operating expenses to maximize costs while providing excellent guest services.
· Coordinate department’s activities with other departments to facilitate increased levels of communication and guest satisfaction. Bear ultimate responsibility for monitoring consumption and ordering replacement of guest and cleaning supplies. 
· Oversee divisional matters as they relate to federal, state and local employment and civil rights laws.
Asst. Executive Housekeeping Manager (Lotus Hotel Apartments Spa Marina- 95 Apts & Lotus Grand Hotel Apartments- 130 Apts) www.lotus-hospitality.com

Responsibility & Authority:
· Responsible for cleanliness, orderliness and appearance of the entire hotel.

· Ensure that rooms are made as per hotel standard.

· Prepare Annual Housekeeping Budget. Maintain par stock of guest supplies, cleaning supplies, linen and uniform.

· Organize inventories with Accounts and General store for linen, uniform and fixed assets.

· Pay particular attention while organizing pest control activities.

· Develop and implement Housekeeping systems and procedures.

· Prepare reports for management information.

· Assist in selecting suppliers for items related to Housekeeping.

· Attending and resolving guest complaints.

· Verification of supplies consignments.

· Organize on the job training and evaluate its effectiveness.

· Recommend recruitment of new personnel.

· Adhere to Dubai municipality standards and update records.

· Achieved 85% score in the LQA audit. 

· Guest oriented and achieved 70 % guest satisfaction result above the benchmark standard of Lotus Hospitality.
Duties:
· Supervises all housekeeping colleagues, hires as needed, discharges when necessary and take disciplinary actions when policies are not allowed. Evaluates colleagues in order to upgrade them when openings arise.

· Plans the work for the housekeeping department and distributes assignments accordingly. Assigns regular duties and special duties for housekeeping staff. Schedules colleagues and assigns extra days off according to occupancy forecast. Maintains a time log book of all colleagues within the department.

· Recruit and train new colleagues. Assigns new colleagues to work with experienced help. Checks on the work of these staff occasionally and observes the report made by the supervisors.

· Approves all supply requisitions.

· Maintains a lost-and-found department and is responsible for all lost-and-found items. Determines the rightful owner and send correspondences.
Other Routine Responsibilities:

· Daily inspection of public areas and locker rooms of colleagues.

· Daily briefing of Supervisors.

· Coordinating the preventive maintenance schedule of rooms and public areas with Engineering Department.

· Immediately attending to guest requests. 

· Coordinating with Front Office for HWC, HMC & VIP guests handling.

Trainings:
· Firefighting class conducted by Dubai Civil Defense.
· First- Aid Training Course given by Dubai Government.
· Commitment to Excellence.
· Handling & usage of machineries.
WORK SUMMARY:
· Presently working as an “Executive Housekeeper” with ITC Fortune Group of Hotels-The South Park Trivandrum, from March 2018 to till date.
· Worked as an “Executive Housekeeper” with Hotel Ramada Alleppey, from May 2017 to Feb 2018.
· Worked as a “Housekeeping Manager” with Luxury Cleaning Services (LCS) from September 2015 to Jan 2017. (Handled 2 properties)
· Worked with Lotus Hospitality as an “Asst. Executive Housekeeping Manager” in Dubai from July 2012 to August 2015.
· Worked with Park Hotel Apartments as a “Housekeeping Executive” in Dubai from July 2010 to May 2012.
· Worked with Hotel Clark Exotica as a “Junior Housekeeping Executive “in Bangalore from Dec 2008 to July 2010.
· Worked with The Park a Five Star Boutique hotel, as a “Housekeeping- Supervisor “in Bangalore from June 2007 to Nov 2008.
· Worked in Le Meridian a Five Star hotel, as a “Trainee Supervisor “in Bangalore from Jan 2006 to May 2007.
Sterling Days Inn Resort”, Ooty. 2004-2005 “Industrial Trainee “for sixth months in specialization in-
· Kerala Food & Beverage production
· Food & Beverage service
· Bakery & Confectionary
· Front Office and Housekeeping 
· ODC’s in reputed hotels in Calicut during my course.

QUALIFICATIONS: 
DHM (Diploma in Hotel Management) from Holy Cross Vocational Training Institute in Kerala at Calicut from 2003-2005 passed with Distinction.
BTHM (Bachelor of Tourism and Hospitality Management) from Madurai Kamaraj University in Karnataka at Bangalore from 2007-2010 passed with Second Class.
Knowledge of Computer:   MS-office, word, power point, Windows, FoxPro

PERSONAL DETAILS:
Name 
:
STEPHEN JEBAMALAI
Father’s Name
:
MR. O.K. JEBAMALAI

Date of birth
:
04-June-1986

Nationality
:
Indian

Languages known
:
English, Hindi, Malayalam, Tamil, Kannada                                                                             

Hobbies
:
Music, Reading books, Gardening, Cooking

PASSPORT DETAILS:
Passport No. 
M9553144
Place of Issue 
Dubai

Date of Issue  
12/07/2015

Date of Expiry
11/07/2025

REFERENCES:
Available upon request.
DECLARATION:

I hereby declare that the above information are true to the best of my knowledge and belief and request you to grant me an opportunity so as to satisfy the organization in all aspects.





Yours sincerely,
Place: Trivandrum.             





Date:



   (Stephen.J)
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