
Curriculum Vitae
 Mohammad 
Mohammad.151121@2freemail.com 
Objective:


I’m seeking for joining a challenge job in a progressive organization witch I can be best utilized according to my abilities performance efficiency in Administration or customer servicing & Sales & marketing .
Personal information:

	Visa state
	                                    Employment

	Place
	cairo

	Nationality
	Egyptian

	Religion
	Muslim

	            Education
	                                   Bachelore degree

	Military service
	Finished


Education:

	Qualification
	Bachelor Degree in Arabic studies

	University
	Elminia , Egypt

	Department
	Arabic and Means of Educations


Skills

Language skills:
Arabic     : Mother tongue.
English   : Excellent comunication   (written & spoken).

DRIVING LICENSE  
I have emirates license No 3/4/5 and expert with all kind of vehicels ( light / heavy) .
Personal Skills:
· I have the ability to work good individually and in a group.

· I have the ability to learn new skills in short time.

· Flexable and have ability to work under pressure. 
· I Have:
          1-Project Management Skills.
               2-Strategic planning skills. 
               3-Good interpersonal skills.
              4-Time Management skills
              5-Good communications 
Experience:
1- 2005 till 2012 worked in administration and personnal affairs and in sales division  in Jasaf building tecnology.
· Submitting and receiving the visas and passports (like new entry permits, visit visas, residence visas, and other documents to immigration dept.)
· Submitting and making follow up for all Labor Applications (like new employment visa, Transfer Visa, Visa Cancellation applications etc….).
· Coordinating and dealing with Group Visas / new Quota Systems.
· Submitting and preparing the documents by using TASHEEL SERVICES (like, New Labor Cards submission, changing designation & Labor Contracts, Online cancellations, renew / update company trade license, scanning nawaqis documents etc…)
· Coordinating Company's concerned issues with Abu Dhabi Government departments (Etisalat, Airports, Oiled Field, and Ministry of labor and Immigration dept.  Etc…)  
· Follow up of new and renewal applications for employees like employment visa, Visit visa, Residence visa, Labor card, Labor contract, residence stamp, Security passes etc.
· Maintaining records of Company's trade licenses, and chamber of commerce, residence visa expiry dates, Labor card expiry dates, Insurance card expiry dates etc.
· Supervision and coordination with employees for their HR and Welfare issues and trying to solve maximum complaints and issues on time.
· Supervision and coordination with HR and Recruitment departments for visas documents, Medical, Insurance card and arrivals. 
· Providing monthly reports to the Department Head on the status of new arrivals, renewals, absconding and cancellations. 
· Coordinating with the embassies for any required attestations 
· Reconciliation of Labor department list with the actual employees available (Visa details provided by Labor Ministry)
· Monitoring the preparation of the residence permits and labor cards for the new employees (Medical check, labor contract, insurance card)
· Updating all the new joiners in the internal ERP system   
· Preparation of financial statement for imbursement of visas and residency permits fees. 
· Reporting to the Department Head of the day by day activities and reports.
· Preparation of Arabic & English letters to the different departments.
2- 2013 till  l have been working as a sales man and marketing representative  with solution media and infotech  company , my tasks was .
·  Ensure high levels of customer satisfaction through excellent sales service
· Assess customers needs and provide assistance and information on product features
· Welcome customers to the store and answer their queries
· Follow and achieve department’s sales goals on a monthly, quarterly and yearly basis
·  Ensure high levels of customer satisfaction through excellent sales service
· Assess customers needs and provide assistance and information on product features
· Welcome customers to the store and answer their queries
· Follow and achieve department’s sales goals on a monthly, quarterly and yearly basics
3- from january 2017 till date  i am working as a store keeper  in noon express company and got excellent record in logistics services and transportation departement .

