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Personal Information

· Nationality:      Emirates (UAE) & Family book

· Date of Birth:   : 25th of March 1981, Dubai

· Marital Status:  Single
Objective

To obtain a position in a well-known challenging and dynamic organization that will enable me to apply and enhance my practical knowledge in Government relations management and communications long term career based in Dubai to make a difference to my country and society by promoting excellence through innovation and performance improvement.
Responsible for ensuring businesses run smoothly. Preside over facilities management, allocate office space, oversee mail department, materials scheduling, and other facets of organization.
Education
· Ajman University of Science and Technology , April 2009
 [Bachelor of business administration (Major is Management)]                                                               Main Courses
:           introduction of management, E-Commerce,

Principles of Marketing, international business, human resource management , production & operation management , quantitative method, management of small business, Principles of Accounting, Microeconomics, macroeconomics , Business Communication, Statistics In Business, business law, management information business, intermediate accounting , fundamental of finance, advertising & promotion ,money & financial System, financial planning & control , managerial accounting  , organizational theory & design , etc.
· AL Wahidha
   [High School Certificate], 1999 Dubai
Studying for Master degree, in MBA, (weekend time) in Canadian university, expecting graduate in 2015, Student number”201310145”
Graduation Project:
• Human resources management in Dubai Holding Real Estate Company.
Certificates  

· Intensive English language programme – Dubai university college - (Feb 2002 – Jun 2002).
· Comprehensive computer course – computer centre - (Oct 2001- Dec 2001).
· Advanced internet course - computer centre – (Jan 2002 – Feb 2002). 
· A+ technical computer certification - computer centre - (Jan 2003 – mar 2003).
· Police officer course from Dubai Police College - (Aug 1999 – Aug 2000). 

· Military course from U.A.E army – (Jan 2001 – Jun 2001).
· Military course from U.A.E air force – (Jan 2002- Apr 2002).

· General warehouse course from U.A.E army – (Sep 2002 – Oct 2002). 
· Focus on results course from international institute for planning & administrative development – (Mar 2013). 
· Workshop to explain the performance management system from ministry of economy - (JUN 2013)
· Communication skills and effective communication from knowledge ground administrative training services centre (Nov 2013).
· Security manager training course from Dubai police academy (MAR 2014)   

PROFESSIONAL DEVELOPMENT

· Microsoft Office Suite, Macromedia Flash,  (A+) Technical, C.I.W. Technical, Microsoft word, Microsoft excel, Microsoft power point, Microsoft access, Microsoft explorer, ,. Advanced internet.

· Languages known: English, Arabic (oral, reading & written).

· Hindi ( oral)

       Familiar with Management, Finance, Marketing and Accounting basics.
FUNCTIONAL EXPERIENCE

(Input data into the database, provided administrative support, maintained bank inventory and                                    prepared reports for the top management.

(Key accountabilities included administrative functions preparing activity reports, confidential correspondence and coordinated organizational priorities.    

(Directed and supervised functional offices, filed daily reports, data entry and dispatch. 

(Managed all administrative facets, coordinated thru mails and managed office administration.  

(Professional representation as first point of contract, implemented initiatives to ensure smooth. 

   Functioning of the organization and efficiently managed operations of the extremely demanding support staff functions. 
FUNCTIONAL SKILLS  
(Sales Support

      (Customer Service        (Documentation          (Office Management

(Administrative Support      (Efficiency Improvements                               (Critical Problem Solving

(Bank Functions                (Municipality Functions                                  (Police Functions  
(Air Force Functions           (Catering functions                               (Ministry of economy functions  
(Administrative manager functions                                                  (security manager functions 

(Credit control collection manager functions   (Government relation manager functions
professional  Experience
Administrative manager in Dubai (industrial & construction section).  AUG 2014 – present 
PRIMARY RESPONSIBILITIES:-
1. Oversee centralized operations.

2. Ensure operations run smoothly within departments such as information and data     processing, mail, materials scheduling and distribution, printing and reproduction, records management, telecommunications management, security, recycling, wellness, and transportation services.

3. Ensure contracts, insurance requirements, and government regulations and safety standards are followed properly.

4. Examine energy consumption patterns, technology usage, and personal property needs.

5. Plan long and short-term maintenance needs & Modernize and update equipment.

6. Oversee support services & Answer directives from directors of administration. 

7. Oversee the preparation, analysis, negotiation, and review of contracts related to the purchase or sale of equipment, materials, supplies, products, or services.

8. Handle the acquisition, distribution, and storage of equipment and supplies & Preside over disposal of unclaimed property.

9. Plan and design grounds maintenance & Develop energy efficiency procedures.

10. Supervise a building's operations and maintenance, real estate, project planning and management, communication, finance, facility function, technology integration, and environmental factors.

15. Plan workspaces & Oversee renovation projects & Monitor facility for security. 

16. Direct facilities staff, including custodial and grounds workers.
Credit control collection department: - 

     1. Following & collect the old & current balances amount from clients.
     2. Following & make meeting with clients to collect the current & old balances. 
     3. Making a report to the C.E.O & chairman regarding the collection.
Management:-

1. Maintain a department organizational structure sufficient to meet all goals and objectives.

2. Properly motivate the credit and collections staff.

3. Measure department performance with appropriate metrics.

4. Provide for ongoing training of the credit staff.

5. Manage relations with collection agencies, credit reporting agencies credit insurance providers & sales department.

    6.  Manage relations with the Create a credit risk management environment of an acceptable quality, in terms of Established credit guidelines.

    7. Submit requests to senior management and supporting documentation for accounts 
      Requiring   credit lines             

8. Identify problem accounts and provide regular updates of receivables to management.

9. Monitor violations of credit policies, provide analysis, conclusion and Recommendations present findings to senior management and suggest actions/penalties to be taken when appropriate.

Credit Operations:-

1. Maintain the corporate credit policy & Recommend changes in the credit policy to senior management.

2. Create a credit-scoring model & Manage customer credit files.

3. Monitor the credit granting and updating process & Accept or reject the staff's credit recommendations.

4. Personally investigate the largest customer credit applications & visit the largest customers to establish relations.

   5. Monitor periodic credit reviews, deductions being taken by customers.

   6. Manage the application of late fees & the corporate financing program.

7. Interact with customers to obtain additional credit information to support credit lines

8. Monitor receivables and collections and provide updates of receivables and provide
Appropriate reporting procedures.

9. Negotiate payment programs with delinquent customers.

10. Identify accounts requiring collection agency or legal action and coordinate collections With third party contractors.

11. Generates legal documents used in the credit function.
Government relation department: - 

1. Following the business of companies with the government departments (economic departments + ministry of labour + immigration + commercial & industrial chambers + coordinates with the ministries in the country & foreign countries. 

2. Participates in the development of Federal and/or State priority recommendations and documentation, legislative request support materials, economic impact/development information and other materials in support of the University's government relations activities.

3. Directs the coordination and oversight of the Federal and/or State priorities development and implementation processes that focus on research and economic development.

4. Designs, establishes and maintains an organizational structure and staffing to accomplish in an effective manner the goals and objectives for government relations support function; monitors and evaluates program effectiveness; effects changes required for improvement.

5. Solving the problems of companies with government departments.  

6. Making a report to the C.E.O & chairman regarding the government departments.

7. Implement and direct federal government affairs program & Coordinate state government affairs program. 

8. Organize, track and administer state/federal activities & Develop/maintain the Government Affairs Division budget.

Security operation & safe guard department:- 

1. Make secure & safety of the security guards & the company sites & locations.

2. Following with the security guards & the sites of the business & making schedule per day for the security guard to distribute to the sites of the projects. 

3. Maintains a safe and secure environment for customers and employees by establishing and enforcing security policies and procedures; supervising the security guard force.

4.  Responsible for monitoring the security operations for any organization or company & implement security policies, regulations, rules, and norms and make sure that the environment in their organization is safe for employers and visitors. 

5. Maintain the Security Operations Manual up to date for use by all on site security

Personnel to cover duties, individual instructions for each post; attendance; use of

Security equipment; dress standard; training etc.

6. Making a report to the C.E.O & chairman regarding the security.
Management economic researcher in Dubai ministry of economic (industrial section).  

Feb 2012 – Aug 2014 
· Company overview     
The Ministry of Economy is committed to providing effective channels for its customers to enhance transparency and raise the level of services. We aim to provide a comprehensive overview of the strategies, plans and polices that are being implemented to drive the growth of our economy.
To achieve this, the Ministry has launched a new website powered by the latest technologies and advanced communication tools. We are confident that the new website will further promote dialogue and interaction between and amongst all our stakeholders.
· Responsibilities:

· Reporting to International Trade Law Expert, Industrial Affairs Department.
· Preparation of the report on physical damage in anti dumping investigations, support and serious harm in prevention, investigation, Dubai land departments.
· Implementation of anti dumping duties and preventive measures against ad hoc support and prevention measures against the increase in temporary imports and eventually in coordination with the Departments and the relevant Authorities. 
·    Monitor the impact of dumped or subsidized imports on economic and financial indicators for national factories.
·  Provide technical support for national factories in two investigations of anti-dumping, support, and prevention in determining the quality of damage to the complainant.

· Remember all the data and documents related to anti dumping complaints and customized support and a large increase in imports.          

·  Carry out any other work related to the nature of work upon assignment.

·  Study all the elements related to the damage in anti-dumping investigations and customized support and a large increase in import

· Study the market in coordination with the departments and the relevant authorities to monitor the flow of goods to the national 

·  Market and prices in the dumping and subsidy investigations and prevention .

·  Achieve correctness of evidence with respect to damage and the adequacy of complaints filed by National Factories regarding

·  Anti-dumping and customized support and a large increase in imports.

·  Calculate the price of damage to national factories Introduction anti-dumping complaints, support and prevention.

·  Make payments in cases filed against National Factories in the areas of dumping, support and prevention on the findings of the 

·  Investigative organs regarding foreign element of serious physical harm or threat. 

·  Gather all the information and data relating to National Factories and study, analyze and submit reports thereof.

·  Prepare statistical reports on the follow-up increase in imports of the products concerned anti-dumping investigations, support and Prevention.

· Preparation of statistical reports on the follow-up product exports imposed anti-dumping duties or countervailing measures against

·  Support or preventive measures against increase.
· Powers of access to the files, papers, and transactions in the area of jurisdiction.

· Keeping the files relating to the accounts of financial lists of Companies in the field of specialization.
Government Relation Manager at Neo Sterling real estate brokerage LLC In Dubai. Feb 2012 to Jan 2014 (part time job) 
· Company overview         
NEO Sterling Real Estate is one of the leading real estate agents in the UAE. The company deals with all aspects of real estate services for both individual and corporate clients, including property and land sales, property investment, residential rentals and commercial leasing, and comprehensive property management services. Established in 1998 until 2014.
50-70 employees. “Operation on hold “ 
· Responsibilities:                      

· Reporting to the PR Head.
· Ability to create fast & good relationship (enthusiastic). To be with people and draw the best out of them
· Dealing with all the departments following the ideal management and briefing system
·  Direct management responsibility for a cadre of  (PRO).
· Overseeing the PR activities and budgetary expenditure of the PROs and 

      Ability to read, analyze, and interpret the most complex documents, to respond effectively to the most sensitive inquiries or complaints, to write speeches and articles using original or innovative techniques or style and to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors 
· Attract the best UAE National talent work with colleagues in UAE.
· Help make the UAE organization an employer of choice for Emirate Nationals and promote as such in the Emirate community. 
· Develop strategies to enhance culture awareness within the company help the non-UAE colleagues understand and respect the UAE traditions and work culture of the Emirate population and help the Emirate Nationals integrate better in the work culture.
· Manage relationships with external stakeholders such as the ministry of labour, ministry of economic…ext 
· Insurance Regulator local universities and other organizations related to Emiratisation.
· Prepares monthly achievement report.
· Knowledge of the local housing market; strong negotiating skills
· Security passes for all employees and their family.

· Follow pro for Submitting business visa applications to various embassies.

· Follow the PR Manager to ensure the renewal is one month before expiration of documents
· Manages others (PRO & PR Manager)
· Deal with all police situations
· Follow pro for arranging medical tests, passports, memos, promotions and fine resolution. 
· Follow pro for Submission of correct documentation for visa applications 
· Follow pro for Renewing and obtaining the visas, assisting in the arrangement of personal visit visas for employees.

· Enjoys group participation and social recognition.
 General storing Sergeant in the administration section at- UAE Air Force & Air Defence  - Nov2000_ Jan 2012
·   company overview 

The United Arab Emirates Air Force (UAEAF) is the air force of the United Arab Emirates (UAE). Its predecessor was established in 1968, when the Emirates were still under British rule. Since then, it has undergone a continual reorganization and expansion in terms of both capability and numbers of aircraft. Currently, the UAE AF has around 4,000 personnel and operates approximately 368 fixed and rotary wing aircraft.
· Responsibilities:
· Reporting to command centre.  

· Repairing and maintaining all weaponry for the aircraft.
·  Monitoring all of the aircraft supplies incoming and out coming in the storage.

·  Meticulously following procedure and commands. 
·  Oversee ad secure the receipt, storage, requisitioning and disbursement of supplies and materials, or operate mail handling machines and equipment to provide mailing services to Command Centre.
· To manage the day–to-day planning, operation and problem solving of the team members and to meet with the required service level agreement, standards and quality targets.

· Delivery of team, service level, quality and productivity targets & indicators.

· Managing the floor, adherence to schedule, ownership and problem resolution.

· Motivation, leadership for the team and developing future leaders.

· Conducting quarterly/yearly performance appraisals for the various team members.

· Contribute for the initial hiring and selecting process of the front line.  

· . Generating reports on team’s performance for the contact centre manager.

· Work very closely with team members to solve problems. Also needs to understand problems and weaknesses and address these. Propose solutions and suggestions for process and product improvement to management.

· Possesses certain additional supervisory level authority for reversal of charges. Responsible for making decisions on training requirement for team members and adjusting targets to suit the needs of the business.

· Provide feedback to Contact Centre manager on anomalies.

· Coach, facilitate and handle escalated issues, which cannot be resolved.

· Define the contact Centre system issues and coordinate with concerned business units to resolve them.

· Handling/backing up the line manager responsibilities during her absence and ensuring that the division is always functional by meeting the key performance indicators assigned to each team member.

· Monitor the attendance of the team members by maintaining a record for the same. 
Worked as an "administrative"   Dubai Police College in [training section] Aug 1999 – Aug2000
  Responsibilities:

   * Administration in training departments.
   * Motivation, leadership for the team and developing future leaders.
   * Coach, facilitate and handle escalated issues which cannot be resolved.

   * Monitor the attendance of the team members by maintaining a record for the same.

Personal Attributes
· Strong connections and strong public relation
· Punctual with excellent time management skills

· Behavioural: Teamwork, Leadership
· A good team player with and strong analyzing and organizational skills
· Creative and innovative
· Giving presentations

· Preparing professional documents

· Preparing appropriate, well-designed visual aids

· Working independently and as part of a team.

· Good interpersonal skills.

· Ability to accept responsibility.

· Self-motivated

· Ability to Handle Pressure

·  Interpersonal Skills 
· Self Confidence

· Intelligence

· Flexibility

· Enthusiasm   
Skills and Experience Highlights: -

· Proficient in MS-WINDOWS, MS-OFFICE, and Internet and e-mail, familiar with data feeding process.

· Participated in different sales launches and organized several events and exhibitions i.e. cityscape and Arabian Travel Market.

· Leading and dealing effectively with multicultural environment.

· I have been Volunteering for universities and different cultural Programs.

· Capabilities of planning organizing & coordinating various social & extracurricular activities.

· Ability to maintain composure and work efficiently in a fast-paced environment while preserving strict confidentiality.

· Co-operative, Quick, Determined Learner, Adaptive, Patient, Friendly, Helpful, Efficient, Organized & Reliable.

· Dynamic, optimistic, independent and having very good communication skills.

· Excellent team-building and motivational skills.

· Self-starter, proactive with sound judgment and ability to work under tremendous pressure.

· Have been rewarded for the outstanding performance/Selected as the best employee of the month for three consecutive months.
SELF EMPLOYMENT:-  

( Businessmen service office in Dubai.

( Real Estate office in Dubai (Real Estate investment, Management & Commercial broker).

( Participated in designing the scanning programs to ensure the coordination land department database system.

( Participated in the strategic planning to create security use of data storage.

( Collected treatment form customers.

( Attended to the customers’ enquiries and escalated their complaints to the respective team.

( Coordinated with the other business units for the complicated treatment cases.

    •Proficient in MS-WINDOWS, MS-OFFICE, and Internet and e-mail, familiar with data feeding  process and related software.
Computer Skills
 Microsoft Word, database software like Microsoft Access, spread sheet software like Microsoft Excel, presentation software like Microsoft Power Point, internet researching and excellent networking.
Languages
Arabic / English / Hindi

Activities

·  Represent the company by giving presentation to universities to attract UAE NATIONAL.
·   Follow the latest news or laws for the government and advertise for the company.
Hobbies & Interests

Falconry, sport and effective communication.
                        References or proven letters Available on Request.
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