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Objective:

Seeking a challenging position as PRO, Administration, Secretary or Document controller, which caters my knowledge and experience to make the maximum of the available resources
Professional Experience:
· Company:

Professional Express Courier Service LLC.




Dubai, UAE.




[From Mar 2013 to Mar 2015]

Position held:

Office Administrator /Public Relation Officer (PRO).
MAJOR SKILLS:

Ability to prioritize work and assignments effectively and handle multiple tasks efficiently.  

Time management skills and to work under pressure. 
Highly organized and self-directed. 
Knowledge of UAE labor law. 
Excellent inter-personal skills and the ability to communicate clearly and effectively with varied parties. 
Excellent Arabic & English communication skills
Good computer skills and proficiency in MS Office Applications. 
Commitment to employer with a high level of integrity & credibility 
Valid UAE Driving License.
RESPONSIBILITIES:
To process all pertinent documents in reference to the criteria of immigration office, ministry of social affairs, ministry of foreign affairs in compliance with the laws and regulations. 

Prepare and process applications related to work permits, employee visas etc. in social affairs office as well as prepare on-line applications of immigration in compliance with Kuwait laws and regulations. 

Responsible to complete residence formalities such as medical checkup, finger prints, medical insurance for all new employees of Company timely. 

Coordinate employment / visit visas and health cards issuance. 

Timely follow-up on residences renewal. 

Submit weekly updates to Admin Officer on visa status (with visa tracing system). 

Reminder for Employee Passport renewal. 

Keep records of personnel for visas, passports, civil i.d.s, and other important documents. 

Update & communicate all new laws or rules issued by Government. 

Keeping up to date with changes in legislation and current affairs. 

Maintain absolute confidentiality of records. 

Perform other tasks related as delegated by superior.
QUALIFICATIONS
· Bachelor of Commerce (B.com)
· HSC 
· SSLC  Kerala, India 
COMPUTER KNOWLEDGE

· Diploma in Tally 7.2&9 and Peachtree

· Diploma in computer application

· Interior designing

· MS Office and other computer related works.
· Auto CAD 2008.
PERSONAL PROFILE


Date of Birth

:
20thApril 1988.

Sex


:
Male


Nationality

:
Indian

Marital Status

:
Single
Languages Known
:
English, Hindi, Malayalam and Urdu
Availibility                :         Immediate
Visa Status

:
Visiting
Driving license

:
Valid UAE Driving License.
DECLARATION


I hereby declare that the above mentioned information’s are correct up to my knowledge and I bear the responsibility for the correctness of the above mentioned particulars.

