[image: image1.jpg]


Gulfjobseeker.com CV No: 1349814
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php

CAREER OBJECTIVE:
I am looking for fulfilling & challenging career, where I can contribute to the growth of the organization with my given experience.
PROFESSIONAL EXPERIENCE:
Organization:
Family Business
Designation:
PRO
Organization:
Lycos International General trading Company Dubai UAE
Designation:
PRO
Organization:
Rent a Car Company
Designation:
PRO
JOB DUTIES AND TASKS PERFORMED:
Ensure valid UAE work permits (Labour & Emirates ID cards) have been processed for all employees during the duration of employment. 
Effectively communicate all UAE visa requirements and procedures to employees in writing and or verbally. Arrange medical tests, passports, memos, promotional draws and fine resolution. 
Liase with the Insurance company for Health cards 
Represent the Company in Government Authorities, Immigration, Labour departments and support the department with enquiries concerning Labour and Immigration matters 
Maintain all legal documentation for employees related to visa issues / cancellation 
Ensure all legal formalities have been completed for employees joining / exiting the company. 
Liaise with the HR Coordinator to collate all necessary documents and employee information required for processing visas and work permits. 
Prepare and submit visa applications to Immigration and Labour offices for the following: UAE employment visas, renewal / transfer of UAE visa, foreign visas required for business travel 
Ensure all paperwork is submitted to the necessary government authorities for approval and is processed within the agreed time-lines 
Schedule and communicate medical appointments to employees for visa processing Prepare and arrange visa cancellations for terminated or resigned employees 
Review all employee applications and forms for completeness, accuracy, timing and conformity to policy guidelines 
Ensure all PRO activities carried out meet the company policies and any legal and regulatory requirements 
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Responsible in monitoring and updating of Company business units license, permits, payments, etc., by ensuring their compliance with the systems, structures and standards set by the company and various government agencies. 
Attends to local authorities for represent companies business License/ permits application and renewal like Economic Department, Trade and Chamber of Commerce. 
Responsible for maintaining a good working relationship with local and national government offices. 
Ensuring that Company management is kept fully informed on all government regulations and instructions affecting Paris Group business, objectives and employees' interests. 
Arrange the degree verification process as and when required. 
Assist the concerned Department in coordinating to their request of Police Permit for stock taking, Certificate of Origin/ Attestation. 
Ensure the renewal is one month before expiration of documents. 
Ensure that no employee is under the company’s visa and working for other companies apart from the Group. 
Represent the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant. 
PROFESSIONAL ABILITIES:
Ability to work independently under pressure. Able to pay attention to detail. 
To coordinate with various departments. Adhere to tight time guidelines. 
EDUCATIONAL QUALIFICATIONS:
Under Metric from Dubai UAE. 
SKILLS:
PERSONAL SKILLS:
Strong Communication & Leadership skills with a proven record to deal with staff at all levels. Able to work effectively as part of a team. 
A quick learner; analytical and able to manage multiple tasks and changing priorities effectively. 
LANGUAGE SKILLS: Fluency in Arabic, Urdu & English.
COMPUTER SKILLS: Basic Knowledge
PERSONAL DETAILS:
Date of Birth
16-12-1987
Nationality
Pakistani
Driving License
Valid UAE Light Vehicle Driving License No (3) /License issue Date: 25\09\2005.
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