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CareerObjective:
Am aPublic Relations Officer as I have ability to guide the team and perform a responsibilities independently and also I am capable of implementing pioneer policies and events related to public awareness programs.
Experience Profile:
· Workingasa PRO inLootahGroup Of Companies, Sharjah, UAE.
· Period since Jan 2002-2005.

	


· Worked as Call agent in Dubai Islamic Bank, Dubai, and UAE.

· Period: Since Nov 05 to Dec 07.

	


· Al Diyar group of companies PRO& Admin.From Aug 2008-Aug2011.
· Al diyar hotels in Dubai (Almost 3 years).
	


· Public RelationsCoordinator&AdministratorinAl Reyami Group of Companies
· ALReyami Interiors, Dubai.

· From June 2011 till present.
· Al Reyami Steel Industries, Dubai.
· Al Reyami Steel Constructions, Dubai.
· Al Reyami Technical Services, Dubai, Jabil Ali Free Zones Areas.
· AlReyamiEquipment Rental, Dubai, Dubai investment Park Areas DIP.
· Al Reyami Steel industries, Abudhabi in Zones Corp areas in ICAD,Abudhabi.
· Al Reyami Interiors AUH, Main Office.
· Excel middle East Dubai.
· Zones corp all works of finance,license,labors in ICAD zones, Abudhabi.
Job Responsibilities:
· Arranging MOL Approval and residence visa for all company's employees. 
· Preparation of all HAAD , MOH, DOH, licenses and permissions.

· All procedures of imports, Exports, for cargo and logistics operations.
· Follow up with the visa and labor card expiry and renewal. 

· Typing and arranging all the documents for the MOL and residence visas.
· Representing company in the Ministry of Labor and Immigration 

· Dealing with the Vendors and clients 

· Follow up with Invoices and collection from the clients 

· Updating the system of company employees and clients of the recorded credit. 

· Coordinating with the vendors and clients for the payment and delivery.
· Responsible for account receivable from the clients 

· Self-motivated and able to work in multi-task environment.

· Self-starter and have the ability to work independently.

· Ability to adapt to changes - product or process.

· All works of new licenses either commercial, industrial, free zones).

· All civil defense licenses handling, courts, police reports, fellow up with all concerned depts.

· Find the solutions with either supplier of any foreign clients.

· Embassies visa issues, Schengen visas to all Schengen’s countries.

· Municipality’s works for any kinds of permission.

· Strong ability to understand and gather customer (technical) requirements.

· Grow customer portfolio size by deepening existing customer relationships
· Retain existing high value clients; grow wallet share with the bank   
· Provide advice on potential financial solutions based on identified  
· Coordinates daily activities for a unit. Determines which information requires immediate attention of the executive, and delegates or refers other matters to various staff and departments. Attends meetings in the executive's absence.

· Coordinates office services, such as personnel, budget, and records management control.

· Supervises recruits and trains specialized and administrative support personnel and assigns, reviews and evaluates their work.

· Performs office management duties; oversees the maintenance of personnel and fiscal records. Manages grant proposals and submissions. Prepares financial reports, reviews purchases, vouchers and other financial documents.

· Responsible for the procurement of supplies; maintenance of inventory records; including supervision of staff performing these functions.

· Interprets statutes, regulations, policies and procedures and communicates the interpretation to the general public and high level officials, such as judges, attorneys and law enforcement personnel.

· Reviews and recommends technological and procedural changes to ensure compliance with policy and improve work processes.

· Prepares correspondence for executive review and signature.
Work Experience Skills:-
· Strong in sales and marketing development.

· Literate computer hardware, software and E-Marketing knowledge.

· Excellent written and verbal communication skills in English. .

· Knowledge of rules, regulations, policies and procedures.

· Knowledge of the operation and minor maintenance of various office and communications systems.

· Knowledge of specialized formats for letters, memos and reports.

· Knowledge of budget preparation procedures.

· Knowledge of the principles of office management and supervision.

· Ability to exercise independent judgment in evaluating situations and making decisions.
· Good customer relationship management.
· Ability to plan, organize supervise and review the work of subordinates performing a variety of functions.

· Ability to apply and explain rules, regulations, policies and procedures.

· Ability to understand and follow verbal and written instructions; read and comprehend written materials.

· Ability to operate personal computers and various  office equipment.
Projects handling governmental works and permissions with Alreyami Group of companies:
· PROJECTS: Abu Dhabi International Airport, MTB, UAE.
 CSCEC, TCA JV & ADAC

· PROJECT:Shay bah NGL Power Generation Project, Saudi Arabia.
· PROJECT:                 SAMSUNG & ARAMCO.

· PROJECT:Haramain High Speed Railway Project, Saudi Arabia.
· PROJECT:SAUDI OGER & DAR-AL-HANDASAH.

· PROJECT:  (AESS-finishing Project).
· PROJECT:Ruwais Sulphur Handling Terminal -2 Ship Loaders,UAE.      
TENOVA, TECHINT & GASCO 
Years of experience:

	Years of experience
	No. Of years

	Dubai
	8 years

	Abudhabi
	1 years

	Sharjah
	3 year


Educational Qualification:

· Bachelor of Science, Cairo University in the year of 2001.
· SSCfromSt. Marks Boys Town High School Sharkia intheyearof1992.
·  Diploma in Computer Application from ICA Institute India in the year of 2004.
Technical Qualification:
·  Post Graduate Diploma in Computer Application (PGDCA).
·  Researcher in National Research center, Cairo, Egypt in The year 2003.
· Dubai municipality training course in Management planning programmes.
Skills:
· Computer and Communication Skills.
· Computer Basic          
· M.S Office                 
· Microsoft Word.   
· Microsoft Excel.
· Microsoft Access.
· Microsoft Power Point.
· Multimedia              
· Adobe Photoshop.
· Coral Draw.
· Macromedia Flash.
· Programming                      
· Visual Basic.
· Inter Net              
· Software Downloading & Installation.
· E-Mail Services.
· Online Application Services.
· Internet Browsing. 
· Problem Solving Skills.
· Team leader.
· Time management skills 

· Languages known skills.
Strengths:
· SincereandHardworking.
· Adaptable to different work environment.
· Co – operative with colleagues.
· Able to work smoothly under pressure.
PersonalProfile:
· Date of Birth

: 14 Dec 1979
· Marital Status

: Married 

· Indian Religion
: Islam.
· Languages Known
: Arabic, English ,French..

· Hobbies

: Reading Books & Swimming 

· Visa status

: Employment / Transferable 

· Driving License   
:  Valid UAE driving license / Own Private car.[image: image1.png]
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