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OBJECTIVE


To obtain a position as a Public Relation Officer in a major and well-oriented organization and to contribute my competences and knowledge earned from years of education in the field of public relations.
SKILLS AND COMPETENCES

· Experienced in visa and other transactions, knowledge of Abu Dhabi and UAE Labor Law.

· Excellent interpersonal communication skills
· UAE valid Driving License
· Administration skills
· Able to find fast and effective solutions to problem

· Good at building, developing and maintaining strong relationships

· Able to work under pressure to demanding time pressures and to meet deadlines
· Interested in current events and affairs

· Excellent level of professionalism and personal presentation at all times
· Able to understand and adapt to cultural sensitivities and multicultural settings
· Aptitude for working with computers

· Excellent time management and prioritization
WORK EXPERIENCE


Emirates Aqua Technologies Caviar Factory LLC


September 2012 – Present
ICAD-1, Mussafah, Abu Dhabi, UAE

Public Relation Officer
· Renews, updates and maintains all employees and their dependents’ visas, labor cards, and labor contracts in a timely manner to ensure that company’s records are up-to-date in the Ministry of Laborand Immigration Department. 

· Submits, follows-up and collects all new employment and business visas to ensure that the visas are processed on a timely manner.

· Submits complete documentations to the Ministry of Labor for visa applications or renewals for staff and management.
· Collects and provides periodical updates from the government authorities on all Labor and Immigration rules to keep the HR department well-informed of the changes in the governmental rules and procedures.
· Renews, updates and maintains 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.

· Deals with general enquires regarding PRO functions promptly and efficiently to enhance the level of department service.

· Provides service, support and assistance to new and existing employees on their requirements such as driving license, car registrations, accommodation and legal requirements.
· Renews and maintains all company’s leases in the UAE before its expiry, which includes offices, company apartments.
· Assists 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.

· Obtains visas from other Embassies in UAE for staff members for their business travel.

· Collects and submits documentations according to the requirements of government authorities for certifications to company’s product sales activities.

· Arranges processing attestation of employee qualifications as required.
· Prepares accurate documents according to the requirement of the legal authorities.

· Serves at times as liaison to company’s customers and sales & marketing department as to payment collection and other required paperwork.
· Responsible for collection of company’s mail box mails and an up-to-date registration records with the Post Office.
· Serves at times as liaison between accounts department and company’s bank(s) for basic transaction activities.

· Maintains confidentiality and security of company’s and employees’ documents at all times.

Bin Salem Holding LLC



September 2010 – September 2012
Khalidiyah St., Abu Dhabi, UAE
Public Relation Assistant
· To prepare all documents to apply for employment visas, residence visas for employees.
· To process and renew of permits and licenses including trade license, chamber of commerce certificates of registration, etc.

· Follows-up all the governmental documents for all employees in the company.
· Prepares a monthly report for the manager.

· Maintains and cultivates goodwill and good relationship with Government Departments and Agencies

· Be up to date with regard to any changes or amendments to the prevailing laws / rules / regulations, changes in forms / formats and other procedures and keep the Human Resources Department advised of such changes.

· Preparing relevant documents periodically to the immigration with regards to cancelled / absconding employees and delete sponsorship list

· To complete departure and exit formalities for employees after cancellation of visas.

· Performs other related tasks as required.

Al Zowaya Property 







July 2008 – July 2009
Abu Dhabi, UAE

Public Relation Clerk/Assistant

· Processes all pertinent documents in reference to the criteria of Immigration office, Ministry of Labor, Government Offices, Ministry of Foreign Affairs in compliance with the laws and regulations.

· Processes all pending applications (for employment visa, employment visa, and mission/transit/visit/transfer and residence visa).

· Responsible for timely processing of driving licenses and other government related document which requires an official representative.

· Keeps records of personnel for visas labor cards, and other important documents.

· Maintains an utmost confidentiality of the company records.
· Performs other related duties and responsibilities as required.

PERSONAL DATA

Date of Birth

:
March 25, 1988
Place of Birth

:
Republic of Yemen

Civil Status

:
Single

Citizenship

:
Yemeni
Religion

: 
Islam

Language Spoken
:
Arabic, English
“References available upon request”
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