
 PROPERTY/FACILITY MANAGER`S RESUME.
 CONTACT INFORMATION


Name:



ESV. Charles Usifoh Ojiefoh ANIVS. RSV.

Address: 
No 19, Oduduwa Crescent, Off Shasha-Ejigbo Road, Orisunbare Town, Lagos State, Nigeria, Africa.


Mobile Phone Number 

+234-803-888-2855


Email Address:     

 charlesfoh@yahoo.com
PROFESSIONAL SUMMARY

A Registered, Motivated and self-driven Facilities/Property Manager and Residential maintenance/ Construction Supervisor having a broad knowledge of all stages of residential construction activities, facilities management, property valuation, property management and property agency activities towards achieving the set goals and objectives of the firm, however, seeking an opportunity to join your team of professionals as a senior facility manager. Also bringing to bear an excellent oral, interpersonal skills and leadership abilities, having acquired a National Diploma and Higher National Diploma in Building Construction Technology coupled with a Bachelor of Technology in Estate Management respectively coupled with registration with Nigeria Institution of Estate Surveyors and Valuers (NIESV) and Estate Surveyors and Valuers Registration Board of Nigeria (ESVARBON), with 8 years of Building Maintenance and Construction Site Supervisory activities and 7 years in Property/Facility Management experience, desiring to obtain a position that will enable me use my strong residential building construction and property/facility management background to achieve the company�s set goals and objectives in the best possible professional way.
CORE QUALIFICATION

· Organized in time and personnel management.

· Proven experience as facilities manager or relevant position

· Well-versed in technical/engineering operations and facilities management best practices

· Knowledge of basic accounting and finance principles

· Excellent verbal and written communication skills

· Excellent organizational and leadership skills

· Good analytical/critical thinking

· Trust worthy in problem solving.

· Absolutely gifted in conflict resolution.

· Endowed with negotiation skill.
· Extensive knowledge of site safety practices and regulations

· Good interpersonal and team player skills.
· Monitoring of repair work to ensure project desired quality is achieved 


PROFESSIONAL BODIES OF AFFILIATION

Registered with Nigeria Institution of Estate Surveyors and Valuers (NIESV) 

Registered with Estate Surveyors and Valuers Registration Board of Nigeria (ESVARBON) 

Nigerian Institute of Building (NIOB) [in view]
International Facility Management Association (IFMA)

Certificate of Facility Management (CFM) in view.

     
 PROFESSIONAL EXPERIENCE


Employer:  

Charbuild Properties and Dev. Ltd.

(Jan. 2022 �  Date)

Location:

Port Harcourt

Position:

Facility Manager 

To develop strategic facility management plan that will be proactive in actualizing the facility


management goals and objectives for the firm to ensure that buildings and their services meet the needs of the client who work within them, to be accountable for the suitability of security, parking, cleaning, and other environments and to manage building maintenance tasks like  air conditioning, lift or escalator. power generator, electrical appliances etc.
 

Selected Accomplishments 

· Planned, directed, coordinated and estimated budget for several facilities and hiring personnel.
· Prepared and implemented annual budget for building use and facility maintenance.

· Developed an Excel sheet for quick responsive approach to determine periodic routine maintenance of equipment and facilities.

· Appraised value of property, building, industrial and commercial machinery and equipment and personal and household items.

· Supervised procurement and maintenance and upgrade overall facility as required.

· Established and administered policies and procedures for Facility management activities.
· Maintained accurate records of equipment functioning status and other systems in building.
· Ensured proper maintenance and management of the building facilities, equipment and machinery.
· Directed, coordinated and planned essential central services such as security, power maintenance, cleaning, waste disposal etc.
· Managed general upkeep and maintenance, ensuring the building meets health and safety standards and legal requirements.
· Checked that agreed work by contractors/vendors have been completed satisfactorily and followed up on any deficiencies.
· Responded appropriately to emergencies or urgent issues as they arise
· Used performance management techniques to monitor and demonstrated achievement of agreed service levels and to lead on improvement.
· Assured prompt and courteous service to facility occupants and visitors while maintaining budgetary and corporate standard.
· Inspected building structures to determine the need for repairs or renovations.
· Reviewed utility consumption and strive to minimize costs.
· Supervised all facilities staff (security, cleaners, technicians, gardeners etc) and external contractors.
· Kept financial and non-financial records and perform analysis and forecasting
· Developed schedule for regular evaluation of facilities.

· Ensured all equipment and other facilities are functioning well.

· Developed monitoring systems or programs in the facility to detect problems in initial stage.

· Developed and executed system for regular cleaning, repair and maintenance of facilities.

· Supervised the Installation and management air conditioning services.

· Ensured compliance with health and safety regulations.

· Managed waste disposal systems.

· Ensured a constant security presence.

· Managed parking facilities and ensured space availability.

· Oversaw refurbishments and renovations.


Employer:  

Adeniji Adele and Co 


(Jan. 2018 � Dec, 2021)


Location:

Lagos State


Position:

Assistant Facility/Property Manager.


To develop a reliable workable facility/property management plan that will be sustainable in actualizing the facility management goals and objectives of the firm, and also to improve the letting, sale and purchase of houses, apartments, commercial buildings, land and other real estate for the firm. 

 

Selected Accomplishments 

· Maintained accurate records of equipment functioning status and other systems in building.

· Developed schedule for regular evaluation of facilities.
· Planned and coordinated all installations (telecommunications, heat, electricity etc.) and refurbishments
· Managed the upkeep of equipment and supplies to meet health and safety standards.
· Inspected buildings� structures to determine the need for repairs or renovations.
· Reviewed utilities consumption and strived to minimize costs.
· Supervised all staff- facilities staff (custodians, technicians, groundskeepers etc.) and external contractors.
· Controlled activities like parking space allocation, waste disposal, building security etc.
· Allocated office space according to needs.
· Handled insurance plans and service contracts.
· Kept financial and non-financial records.
· Performed analysis and forecasting.
· Ensured all equipment and other facilities are functioning well.

· Prepared and enforced a lease agreement after property letting.

· Rented or leased properties on behalf of clients. 

· Negotiated or approved rental or lease of various properties in a portfolio on behalf of property owners and ensure that terms of lease agreement are met.

· Prepared and administered contracts for provision of property services, such as cleaning and maintenance, security services and waste disposal.

· Coordinated the implementation of repairs, maintenance and renovations carried out on buildings and monitor progress and cost of work for property owners.

· Compiled and maintained records on operating expenses and income, prepared reports and reviewed rents to ensure they are at market value.

· Ensured that trouble calls received from clients or tenants are acted upon in a quick manner.

· Administered Caution or damage deposits
· Inspected and repaired electrical and plumbing services.

· Ensured adequate catering and vending services.
· Undertook building and grounds maintenance.
· Ensured facilities are always clean.

Employer:  

Emma Wike & Partners


(Jan. 2016 � Dec, 2017)


Location:

Lagos State


Position:

Property Manager.


To develop a reliable workable real estate property management plan that will be applicable to actualizing the property management goals and objectives of the firm. To develop and foster a positive tenant relations program by providing superior management service through knowledge, practice, exceptional customer service and implementation of a customer relationship management plan including one-on-one meetings with key tenant owners/managers, creating an environment where tenants adhere to property operating standards and rules through a program of education and voluntary compliance.

 

Selected Accomplishments 

· Updated and maintained usage records and invoice clients accordingly.

· Advertised vacant units in local newspapers and social medias.
· Prepared, monitored and controlled of the annual operating budgets.
· Effectively controlled operating expenses and adherence to the budgets.
· Ensured accuracy of tenants� monthly rent roll and applicable charges;
· Reviewed and approved of all invoices replated to the assigned portfolio.
· Ensured all applicable service contracts are in place at competitive rates.
· Reviewed and updated regular monthly financial reports as well as annual reporting as requested by the client(s).
· Ensured all properties are inspected on regular basis and all required certifications are always up to date (i.e. life and safety systems).
· Ensured tenants� move in/outs are processed on time and in accordance with applicable leases.
· Obtained pricing estimates for various projects including leasing driven projects (landlord�s work, tenant improvements, etc.).
· Conducted tours for prospective tenants.

· Collected security deposits and completed lease agreements.

· Issued warnings for lease violations to tenants.

· Collected yearly rent payments

· Followed up on late or missing rent payments.

· Prepared quarterly financial reports to communicate the performance of the management department to the principal partners.

· Calculated occupancy rates and the vacancy rate of our management portfolio in determining the feasibility of achieving our annual departmental target 

· Screened and approved tenants for vacant property occupation to ensure that tenants with capacity are considered.


Employer:  

Easy E. Nigeria Limited


(Jan. 2011 � Dec. 2015)


Location:

Port Harcourt, Rivers State


Position:

Building maintenance and Construction Supervisor

Recruited to supervise, operate and manage the company construction activities of new roads and residential homes and renovation of existing residential homes.

Selected Accomplishments

· Supervised all sites construction for effectiveness in relation to specification adhesion.

· Oversaw the day to day operations of the maintenance department.

· Evaluated systems or facilities to determine maintenance or repairs that need to be performed.

· Assessed building systems to plan work assignments and project schedules.

· Developed maintenance procedures and schedules for jobs to be undertaken.

· Controlled and managed all operatives, materials and equipment utilization on project site.

· Planned, organized, directed, controlled and evaluated the activities of a residential home building or renovation.

· Selected, hired and supervised trade subcontractors to do specialized work, such as plumbing, heating, carpentry and electrical work.

· Planned and prepared work schedules and coordinated the activities of subcontractors.

· Inspected work performed by subcontractors to ensure quality and conformity with plans and specifications.

· Prepared bids for home construction or renovation projects.

· Prepared and maintained a directory of suppliers and trade subcontractors.

· Developed and implemented marketing and advertising strategies to promote company's products and services

· Supervised carpentry or other trade work during home construction or renovation activities.


EDUCATION AND CREDENTIALS

Rivers State University of Science and Technology, Port Harcourt, Rivers State.

Bachelor of Technology ( B.Tech)  in Estate Management

Auchi Polytechnic, Auchi, Edo State.

Higher National Diploma (H.N.D.) in Building Technology

Auchi Polytechnic, Auchi, Edo State.

 National Diploma (N.D) in Building Technology

COMPUTER SOFTWARES APPLIED

Software�s used proficiently include AutoCAD, and Microsoft Word, Advance Excel, Coral draw, Microsoft Outlook and PowerPoint

REFEREES

Will be made available as soon as is requested.

