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Personal Statement/Career Aim
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Seeking a Government Relations Officer position with a company which will require me to utilize my skills, abilities and experience in the Public Relations field to ensure the company's success
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Education & Qualifications
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	1999 – 2002
	Al Azhar University

	
	BSc. Of Science, Cairo, Egypt

	
	
	Special Chemistry.

	
	
	Grade : (Very Good)
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Work Experience
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	Current Job
	Public Relations Officer

	Feb 2014 – Up to Date
	Dana Electric Energy LLC

	Pervious Job
	Public Relations Officer

	Oct 2009 – Up to Feb 2014
	Gulf Turrets LLC

	Work Location
	Dubai, Abu Dhabi, Al Ain, Fujairah, RAK Umm Alquwain.

	Job Responsibilities
	  Five years and 5 Months experience as PRO/GRO.

	
	  Type & Processing various kinds of Applications ; online and


	
	other  belongs  to:  (Economic  Department,  MOE,  Ministry  of

	
	Labour,    Immigration,    Directorate    of    Military   Works,

	
	Municipalities, Civil Defence, Traffic Department, RTA, Courts,

	
	Public Persecution, Notary Public, Police Stations, DEWA, and

	
	other Private Departments).

	
	  Licenses New/Renew, Modifications Processes.

	
	  Visas New/Renew Processes.

	
	  Immigration Cards New/Renew Processes.

	
	  MOL Company Card New/Renew Processes.

	
	  Excellent experience about Online Processes.

	
	  Translation of Official Documents.


[image: image16.jpg]




[image: image17.jpg]



[image: image4.jpg]


Work Experience
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Aug 2006 – Oct 2009
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Job Responsibilities


Office In-charge/ General Typist
Al Dunya Documents Clearing and Typing, (Typing
Center), Dubai
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· 3 Years experience of Dubai Law (Visas, Work Permits, etc). 
· Accomplish all Visas Typing from (A to Z). 
· Provide Informations, guide Clients. 
· Type of any MOA, Amendments, POA, and Notary Public Docs. 
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Professional Skills
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· Written and verbal communication skills. 
· Organization and flexibility. 
· Ability to form relationships with clients. 
· Public speaking. 
· Negotiating skills. 
· Confidence and discretion. 
· Time-management. 
· Ability to prioritize and multitask. 
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Other Skills
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· Valid Driving License of Dubai. 
· Own Vehicle Available. 
· Computer Skills: 
(OS Win, MS Office; Word, Excel, Internet) 
· Languages: 
Arabic (Mother Tongue)
English (Speak, Write, Read Very Good).
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Personal Informations

Nationality
Egyptian
Gender
Male
Birth Date
19/12/1979
Marital Status
Married
Visa Status
Employment Visa (Transferable)

