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SAMIR 
SAMIR.146680@2freemail.com 
Senior Public Relation officer 
Objective:   
Qualified professional in diversified industries with proven accomplishments in the areas of HR, Administration and Customer Service Functions. Demonstrated years of efficiency that contributed to the success of the organization as a whole. Determined to attain competency through commitment, motivation, interest, effective communication, proper time management and strong interpersonal skills. Seeking a position to utilize knowledge and expertise towards developing an excellent career.

-------------------------------------------------- ------------------------------ 
Professional Experience
Public Relation officer:                                                            
Khalidia Palace Rayhaan By Rotana                                    05/01/2011 – Present
· Represent the company with local authorities such as Ministry of Labor, Immigration Department, Municipality, Chamber of Commerce, Customs, Ministry of Economy and Finance.

· Handle all company’s trade license issues; issuance and renewals of the same; issuance and renewals of operational licenses from ports.

· Process and obtain related documents from immigration and labor department as per all rules & regulations; labor approval, entry permit, employment visa, labor card, labor contracts, residence visa, etc and all types of visa related operations.

· Professionally address to the employees queries regarding visa and other related process.

· Prepare MIS report including weekly report of resignation, termination, absconding employees and visa status and all other matters pertaining to the PRO department and submit to HR Manager.

· Provide assistance to the HR department in various functions as directed by the management.

· Alleviate environmental and civil defense inspections; handled all problems with official authorities.

· Coordinate the registration of all types of company vehicles.

· Responsible for all court cases, coordinate with the lawyer when a legal case has been arise, arrange police clearance certificate in case of accident and release of car kept under police custody due to violation of local rules, etc.
· Supervise administration of legal affairs. Consult with legal counselor on   effective handling of legal matters and provide guidance. Coordinate administration of the company as per labor law.

Public Relation officer:                                                            20/02/2005 – 30/10/2010
www.goldenulipaljazira.com (BBG Hotel Management) 

www.tulipinnalrahba.com     (BBG Hotel Management)
Bin bandoog tools 
· Represent the company with local authorities such as Ministry of Labor, Immigration Department, Municipality, Chamber of Commerce, Customs, Ministry of Economy and Finance.

· Handle all company’s trade license issues; issuance and renewals of the same; issuance and renewals of operational licenses from ports.

· Process and obtain related documents from immigration and labor department as per all rules & regulations; labor approval, entry permit, employment visa, labor card, labor contracts, residence visa, etc and all types of visa related operations.

· Professionally address to the employees queries regarding visa and other related process.

· Prepare MIS report including weekly report of resignation, termination, absconding employees and visa status and all other matters pertaining to the PRO department and submit to HR Manager.

· Provide assistance to the HR department in various functions as directed by the management.

· Alleviate environmental and civil defense inspections; handled all problems with official authorities.

· Coordinate the registration of all types of company vehicles.
· Responsible for all court cases, coordinate with the lawyer when a legal case has been arise, arrange police clearance certificate in case of accident and release of car kept under police custody due to violation of local rules, etc.
· Supervise administration of legal affairs. Consult with legal counselor on   effective handling of legal matters and provide guidance. Coordinate administration of the company as per labor law.
-------------------------------------------------- ------------------------------
 Human Resource Officer
· Capable to provide support to the management in human relations related activities.

· Good understanding of HR, recruitment, personnel management, public relations, administration and correspondence including performance appraisal system, welfare, compensation and .

· Capability to train, motivate manage and supervise a team of personnel. 

· Assist in search, selection, recruitment and induction of personnel.

· Search database, analyses requirements, screen resume and schedule interviews. 

· Conduct preliminary rounds of interviews with the candidates.

· Review personnel evaluation forms and put forth remarks to the senior management.

· Provide value added recruitment search service to client and candidate.

· Capability to deal with public relations related activities. 

 Recruitment Coordinator 
· Gained experience in short listing CVs according to job specifications.

· Conducted a telephone interview on the short listed candidates.
· Liaised with clients and organized interviews with the interview

-------------------------------------------------- ------------------------------ 
The fields of administration Group
1. Bin Bandooq Group, (Head Office)
2. Bin Bandooq Group For Hotel Management, 

Golden Tulip Aljazira (BBG Hotel Management)  www.goldenulipaljazira.com  
Tulip Inn Alrahba        (BBG Hotel Management) www.tulipinnalrahba.com 
3. Bin Bandouq Tools & Oil Field Service,
4. Bin Bandooq Building Materials Trading Co LLC
--------------------------------------------- ------------------------------ 
Education 
Diploma of Business Studies in Accounting & Computer Application University of Science Technology, C.T.S 2001 – Sudan
 Other studies:
· Emirates Institute of Technology – Abu Dhabi, Certificate in Human Resource Management August 2007

· Information Technology Training Centre 15/7/1996 _ 15/9/1996

· Training Elsir & Co. Certified Accountants   15/06/1999 _ 15/01/2001
-------------------------------------------------- ------------------------------ 
Skills 
Labor Office & Immigration Software MS Office Word, Excel & PowerPoint), Internet and e-mail applications

Full Pay TRAX  & payroll Program ( Vacation, Tempered, Recruitment, Final settlement)    
-------------------------------------------------- ------------------------------ 
Personal Information 
Birth Date:                             5 March 1976 
Gender:                                  Male 
Nationality:                            Sudan
Visa Status:                           Residency Visa 
Residence Location:              Abu Dhabi, United Arab Emirates 
Marital Status:                       Married 
Number of Dependants:         3 
Driving License:                    United Arab Emirates; Sudan
-------------------------------------------------- ------------------------------ 
Languages 
Arabic    -   English 
-------------------------------------------------- ------------------------------ 
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