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Present Address:
Plot No: 1661; H.No:303;
RV Heights Apts, Pragathi Nagar
HYDERABAD,RangaReddy-500090. 
Ph: +91 7995795399
E-Mail: chaitudaggula1994@gmail.com
                                                                             

OBJECTIVE	
     To seek placement within a reputed, progressive organization in the department of Human Resources, in order to utilize my skills, hands-on expertise & extensive knowledge to the benefit of the organization.
CAREER SUMMARY 
     Excellent Communication skills, good organizational skills including multitasking, Convincing skills (Marketing), Target driven.

PROFESSSIONAL EXPERIENCE 
IN Randstad India Ltd (JLL).
·      Designation : Executive- Facilities Spoc (Soft Services)
·      Location: IBM Divya Sree Orion, Gachibowli 
·      Duration: January’2017 to July’2019.
IN DESIGNERS KITCHENS Pvt.Ltd.  
     Designation : Admin Executive
     Location: Near Kavuri Hills.
     Duration: June’2016 to Jan’2017.
IN DTSS Pvt. Ltd.
     Designation : Front Office com Admin Executive
     Location: Miyapur Dr.Reddy’S Laboratories. 
     Duration: August’2014 to May’2016.
 Responsibilities:
· Monitoring and implementation of processes, consumables and toiletries management, manpower management, upkeep of building and maintaining hygienic atmosphere.
· Mailroom services and Helpdesk management.
· Preparing and Maintaining Daily, Weekly and Monthly Reports.
· Coordinating with Housekeeping.
· Vendor Management.
· Stock Management of Housekeeping Materials
· Handling day to day Facility & Manpower Management.
· Responsible for all duties of the housekeeping operation.
· Responsible for Guest Relation Management.
· Ensuring that all paperwork, reports, logs and work related documents are completed and filed accordingly.
· Establishes standards and procedures for work of housekeeping and security staff.
· Knowledge of all chemicals and cleaning methods.
· Training of Manpower, House Keeping, Pantry hygiene and methods of service in Stewarding and Kitchen Stewarding.
· Responsible cleanliness levels in all areas of the property.
· Staff training, inter- department communications, and staff scheduling.
· Handles customer service and complaints as well.
· Arrangements of Client Meeting Handling Client Visits.
· Handling conference room booking and all the Arrangements.
· Invoice submitting’s, Bill proceedings.
· Petty cash maintenance.
AREA OF INTEREST: 
· Building Maintenance, Housekeeping.
ACADEMIC QUALIFICATIONS
· B.Tech Electronics Communication Engineering from Intel Engineering College.
· Intermediate (MPC) from NRI Academy. 
· AP STATE BOARD Secondary Education from Krishnaveni Talent School.
TECHNICAL SKILLS 
· MS Office Word, Excel, Power Point and Outlook 2012.
· E-Mailing tools-MS Outlook, Lotus Notes.
· Operating System- Windows XP & Windows 7, Windows 8.1.Windows 10
PERSONAL DETAILS
· Languages	:	English, Hindi, Telugu. 
· Hobbies	:	Listening songs, Watching T.V, Cocking 
· Nationality	:	Indian
Declaration: Here I have submitted is everything correct as of my knowledge.



Place:	
Date:
                                                                                                                                               Thank You,					                                                                                                                              Chaitanya Sai.M
