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Visa Status - Visit Visa                                                           

CURRICULUM VITAE
Career Objective:
To obtain an appropriate opportunity in a reputable organization that will provide me with extra experience, and good options in administration or any suitable field.
Competencies:

· Excellent interpersonal skills. 

· Strong administrative and organizing skills.

· Ability to type 30 wpm with 85% accuracy.
· Good computer skills: well versed in all MS Office standard office computer software packages.

· Good command of the English language (written and spoken).

· Good command of the Arabic language (written and spoken)
· Team Player & quick learner

 Work Experience:
Thakreer Project ULG/ LSGO Ruwais with Technip – U.A.E.‎ ‎                   
2004 - 2006
Assistant Document Controller

Responsibilities:

· Assisting the superiors (Project Directors, ‎Project & Job Managers) in duties and ‎achievement      of jobs / targets.‎
· Updating & keeping records of all types of ‎incomings & outgoings.‎
· Adequate coordination with all project team ‎members for all submittals, requests and ‎correspondence in a timely manner.‎
· Scanning and linking the documents

· Quickly and accurately responding to ‎incoming phone.‎
· Proper coordination with concern ‎departments.‎
· Letters/mails correspondences with the ‎Contractors and Clients.‎
· Keeping data record (electronic & hard)
GASCO Project. Abu Dhabi, UAE
Division OGD-11 in Habshan and Sweihat Ruwais Pipeline Project‎



1999 – 2004
Transportation supervisor

Responsibilities:
· Arranging drivers and vehicles for the relevant ‎departments of the project.‎
· Providing substitutes and stand-by driver’s ‎for adequate coverage and driving such ‎vehicles to cover absences.‎
· Fulfil the transportation needs of the Project.‎
· Conducting regular inspections of the ‎vehicles.‎
· Coordinating with district personnel for the ‎purpose of regular maintenance for vehicles.‎ 
· Directs operations and activities of the ‎transportation department        
· Conducts regular inspections for the purpose of ensuring work quality, performance and production, and assuring that staff performance is meeting established standards and expectations.
· Procures fuel, oil, shop supplies, parts, etc. for the purpose of ensuring availability of required items for transportation department
Al Fatah Used Cars Trading‎- Sharjah
, UAE




1996 – 1998
Clearing / Forwarding Clark and P.R.O.
Responsibilities:

· Provided administrative/secretarial support for ‎the company.

· Screening & responding to all incoming calls & client inquiries.

· Proper filing of documents.

· Calculate weight, volume, or cost of goods to be moved.

· Collecting the B.L (Bill of Lading) and clearing all payments at the agent.

· Pay the duty charged at the customs and clear the goods from the warehouse or yard.

Car Rental Agency, Abu Dhabi, UAE.





1994 – 1996
Public Relations Officer
Responsibilities:

· Schedule staff’s Arrange visa (work permit, husband sponsored visa, visit visa etc.) for expatriates and their family.

· visa, medical, coordinating with other internal and external departments.

· Collect all appropriate documentation necessary for visa and permits required to be processed.

· Organize visas for holiday and business related travel for managers as required.

· Responding to staff queries on Visa/ Labour/ Passport related matters. 

· Ensure all visa, medical and labour permits are up to date and arrange timely renewal.

· Assist in all general inquiries concerning labour and immigration matters. 

· Will provide admin support as needed
Islamic Study Centre , North Emirates, UAE




1992 –1994
Officer in Charge Cum Teacher
Responsibilities:

· Oversee the daily routine tasks of supervision such as cleaning, maintenance work.
· Coordinate with relevant suppliers to complete maintenance tasks.
· In charge of the day to day operations of the Center.
· Assist in all general inquiries ‎ of the students.
· Screening incoming calls & transferring it to relevant officers.
· Organize and lead activities designed to promote physical, mental and social development, such as games, Teach basic skills such as color, shape, number and letter recognition, personal hygiene, and social skills.arts and crafts, music, storytelling, and field trips.
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· Observe and evaluate children's performance, behavior, social development, and physical health.
· Read books to entire classes or to small groups.
	

	
	
	


Daruth Tawheed Arabic Institute, Paragahadeniya, Sri Lanka

1985 - 1988
Librarian
Responsibilities:
· Registering the daily book landings

· Arranging the Book Records of the Library.‎
· Responsible and handling of all the office ‎equipments.‎
· Record keeping of all incoming, outgoing ‎mails of the library.
· keeping up to date with newly released publications in order to select library resources
· dealing with enquiries and assisting library users in accessing ICT and other resources
· undertaking reader development activities, which may or may not be directed at specific groups
· providing reader, advisory and information services to the public and local businesses
 Computer skills:

	Skill
	Level

	Windows XP Professional
	Good

	MS Word
	Very Good

	Excel‎
	Expert

	Internet
	Very Good


Languages: 

	Language
	Correspondence
	Conversation
	Typing

	English
	Good
	Very Good
	Very Good

	Arabic
	Good
	Very Good
	Good

	Tamil
	Very Good
	Mother tong
	

	Sinhala
	Very Good
	Very Good
	

	Hindi
	-
	Good
	-

	Malayalam
	-
	Good
	-


DEGREE
· ‎Successfully completed the Degree – Bsc  in Human Resources Management in National Institute of ‎Business Management (NIBM) –Sri Lanka - 2000‎
ACADEMIC QUALIFICATIONS: ‎
· Follwed a Curse in procedures of imports & Exports Conducted by Sri Lanka Export Development ‎Board ‎
· Followed a Curse in diploma in Computer in Greenland Computers – Abudhabi –UAE MS DOS, MS ‎Widows 95.‎
· Passed G.C.E. Ordinary Level Examination 1980‎
· Passed G.C.E. Advance Level Examination 1985 in Arabic


Driving LICENCES:
· DRIVING LICENCE OF- K.S.A.
· DRIVING LICENSE OF U.A.E  - (Light duty vehicles and light mini bus )
· DRIVING LICENSE OF Sri Lanka

PERSONAL DATA: ‎
	Date of Birth
	1st October 1964

	Nationality
	Sri Lankan

	Sex
	Male

	Religion
	Islam

	Marital Status
	Married

	Dependents‎
	4


Reference
· Can Be Furnished upon request.
I hereby certify that the above mentioned particular are true and correct to the best of my knowledge 

Yakubu  
