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OBJECTIVES:                                                                                               
Challenging and result oriented career which will help me to fully explore myself and realize my potential. Willing to work as a key player in a creative environment.

EMPLOYMENT HISTORY


Company:          E –Business (Group of Companies), Dubai, U.A.E

(1. E-Buisness Applications, Dubai, 2.  E-Business Solutions, Dubai, 

                             3.    Pulse Track Engineering Est, Dubai,  4. Waves Middle East (F.Z), Sharjah.)

Duration:           Nov, 2007- June 2013.
Position:            Public Relation Officer   
Job Description:        

1 Collect and provide periodical updates from the government authorities on all Labor and immigration rules to keep the HR department abreast of the changes in the rules and   procedures. 

2 Submit, follow-up and collect all new employment and business visas to ensure that the visas are processed on a timely manner to support the business. 

3  Renew, update and maintain all employees and their dependants’ visas, labor cards, and labor contracts in a timely manner to ensure that company’s records are up-to-date in the labor and Immigration Departments. 

4 Deal with general enquires regarding PRO functions promptly and efficiently to enhance the level of department service 

5  Provide service, support and assistance to new and existing employees on their requirements such are driving license, car registrations, accommodation and legal requirements to ensure that PR services are provided as required. 

6 Renew, update and maintain the trade licenses and other government certificates of all company’s legal entities in the UAE to ensure that the documents are up-to-date. 

7  Renew and maintain all company’s leases in the UAE before its expiry, which includes offices, company apartments. 

8 Assist departments in resolving any issues related to company vehicle registration and renewals to ensure that PRO services are provided as and when it is required. 

9 Obtain visas from other Embassies in UAE to staff members for their business travel 

10 Arrange processing attestation of employees’ qualifications (Certificates/Degrees) as required from the concerned department. 

11 Accurate preparation of documents according to the requirement of the legal authorities 

12 Maintain confidentiality and security of company’s and employees’ documents at all times.

13 Custom clearance for all imported & exported goods in the Airport/ UAE Ports or Post Offices. 

14 Clear all the documents of the company/ employees from CID/Police as required. 

15 Provide all Medical facilities to the employees by contacting to the Health authorities. 

16 Arrange visa (work permit, husband sponsored visa, etc.) for expatriates and their family.

Educational Background: 
                                         Post Graduate Degree (1999-2000)

                               Master of Arts in English Literature    (Document attested)

                                       University of Peshawar, Pakistan.

                                             Graduate Degree     (1994-1995) 
                                                      Bachelor of Arts –Major in English    (Document attested)                                                                                            

                                        Islamia College Peshawar, Pakistan.
Professional Education:

                                      Master in Education (M.Ed)  2014-15 
                                   Major in Planning & Management, educational Psychology

                                   Educational Curriculrm, Educational Philosopy etc

                                     Graduate in Education (B.ED)    (Document Attested)
                                         Major in, Teaching of English”

                                       Allama Iqbal Open University, Islamabad, Pakistan.

Driving license:

                                      Driving license:  Light Vehicle Automatic
                                      Place:                  Dubai, UAE.

                                      Expiry:                Feb 15, 2016.

Computer Skill:                    

M.S Window, M.S Power Point, M.S Word, M.S Excel, M.S Access, Internet, e-reminder software. 

Personal Information:                         

                                         Date of Birth ----------------    April 04, 1974

                                         Nationality     ----------------    Pakistani

                                         Religion         -------- --------   Islam

                                         Visa Status    ----------- ------  Visit 

                                        Marital Status --------------      Married.  

Known Languages:   
                           English, Urdu, Pashto and Arabic        
