FAISAL.
Faisal.151979@2freemail.com 
______________________
 Position applied for suitable job
Executive Profile

Creative and talented, offering the benefit 6 years experience in Dubai as a Data entry operator and clerk.

Professional Objective
  To obtain a position in the department of prestigious organization with the drive, determination, ambition and resilience necessary to succeed in any challenging environment and looking a long time job with satisfactory benefits.
PROFFESIONAL WORK HISTORY.
SKY CONSTRUCTION L L C. AJMAN.                                            2008 JULY TILL DATE.
  DATA ENTRY OPERATOR/CLERK.
  Duties and responsibilities.
· Personnel documents entering through the local software.
· Arranging documents for Visa, Medical, Fingerprint and Work permit.
· Monthly overtime entering of labour through the local software.
· Arraigning Medical insurance for staff.  
· Documents filling.
· Payroll and employee settlement making.
· Handling and maintaining confidential documents.

· Co-Ordination with the Sub contractors and Time Keeper.
· Daily subcontract report.

· Inspection request submission to Tecom.

· Monthly staff and Workers attendance.

· Defects Liability period in charge
ARABTEC CONSTRUCTION PJSC, DUBAI                                    2005 MARCH TO 2008 MAY.
DATA ENTRY OPERATOR/CLERK.

Duties and responsibilities.
· Daily attendance and overtime entering of labour through the local software.

· Closing of vacation cards of labours.                                                                                               

· Document controlling such as receiving documents, distributing the documents to the                   

            Concerned, filling the same etc.

· Making statement & reports with excel.
· Receiving and distributing mails. 
· Distribution of blank OT and attendance sheet to the various site.

· Dealing with bank for staff A/c opening and ATM cards distribution.

· Making requisition for office stationery and office materials. 

· Handling and maintaining confidential documents.

· Co-Ordination with the Time Keeper.

· Controlling Attendance sheet.

· Handled general administration duties such as filing, faxing copying and e-mailing.

Academic & Other Credentials
· SSLC (1997-1998) Board of public examinations, Kerala India
· Pre-degree.
Technical Expertise

· MS Office XP /2003/2007

· Well experienced in MS Excel & Word
Driving License
· Holding UAE Driving License

Language Known                   

· To Speak
:
English,Hindi,Tamil,Malayalam

· To Write
:
English, Hindi, and Malayalam.
Personnel Details.
Permanente Address:
District

:
Kannur

State

:
Kerala


                                              Nationality
:
Indian
                                              Date of Birth
:
12/04/1982
                                              Religion

:
Muslim
                                              Sex

:
Male
Visa & Passport Details:




Visa Status
:
Employment (NOC Available)




Visa Issue Date
:
20/07/2011




Visa Expire Date:
19/07/2013




PP Issue Date
:
07/02/2010




PP Expire Date
:
06/02/2020





Marital Stats
:
Married
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