Emad.103460@2freemail.com 


Looking for a promising position where I can utilize my potential in the field of LAW, HR and PRO that’s good enough to enhance and develop my knowledge, skills, abilities and experience.



                                  3 years   HR OFFICER, PRISMA GROUB
                             2 years Legal Advisor, PRISMA GROUB
                             1 year   Public relation officer, new information center

                             1 year Public relation officer, new Dubai Team Travel and Tourism



3 years legal advisor in Real Estate Company
3 years legal advisor in a private law firm



COMPUTER SKILLS



Using Microsoft office



Using internet 
LANGUAGES SKILLS




English: Good in oral, written and reading



Arabic: Excellent native language both oral and written
DRIVING SKILLS
Can drive with manual/automatic car and with international driver’s license
PERSONAL ABILITIES




***   Leader of the environment project in social work




***   Creative, active and ambitious.




***   Ability to learn and join the system smoothly.
                               ***   International driving permit


                                    LLB. Faculty of law – Monufia University – Egypt

                                        Member of bar association in Egypt



· Legal services and administrative
· Follow – up cases in court
· Dealing with registration office
· Drafting all legal contract
· Facilitation procedures and interviews with government
· Improve work performance
· Specialist human resource
· P.R.O document clearing Economic dept, Ministry of Labour,
· Immigration office, Tourism dept, civil defiance, RTA dept.
· Customer service & Public relations
· Business setup all over the UAE
· Responsible for the submission, follow-up, issuing and updating of 
Visas for Employees, coordination, control and maintenance of labour 
Cards and Cancellation of visas, updates on all labour laws and 
Regulations and maintenance of all relevant documents regarding
Cancellation procedures.
· Handling petty cash for employees. 
( Report of employee details as per requisition of seniors. 
( Joining report of new employees. 
( Invoicing to the clients. 
( Follow-ups of the due invoices.
( Managed standard filing system 
( Monitor routine incoming and outgoing mails. 
( Updating Official files of employees and others. 
( Confidential employee’s appraisal reports.
( Follow-ups with the P.R.O 
( Recruiting candidates
· 

Date of birth
: 23/2/1978

Nationality

: Egyptian

Marital status
: single

Military status
: finished with excellent degree.

Profession

: lawyer 
Visa status

: Employment

I hereby certify that all information written here are true and correct to the beat of my knowledge.
