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SHAIK
 Email Id: shaik.243510@2freemail.com
Professional Overview:

A qualified public relations officer with years of experience in immigration & labour office. Strong ability to plan and meet work deadlines, enthusiastic, presentable and ability to understand clients requirements. Currently looking for a suitable public relations opportunity with well established, innovative and growing organization where I can use my knowledge & skills in achieving organizational goals.


Public Relation Officer
Employment History
· Majid Al Futtaim,Carrefour Hypermarket, Dubai,UAE. --- Since Oct' 2013.







· Responsibilities:
· Undertake all the activities for official submission & collection of application approval and timely processing of various legal documents.

· Ensure compliance with company policy and procedure for processing and delivery of assigned services.
· Submission of correct documentation to the Ministry Of Labor for visa applications.

· Represent the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries, Municipalities & other significant Departments

· Accompany the employee as they exit the country.
· Al Minzil Electronic LLC, Dubai,UAE. --- Jul' 2011 - Oct' 2013
· Responsibilities:
· Responsible to submit, follow-up and collect all new employment to ensure that the visas are processed on a timely manner.

· Arranging the medicals and visa stamping of new employees.

· Renew, update and maintain all employees and their dependants’ visas, labour cards, and labor contracts.


Messenger
Azizi Investment LLC, Dubai,UAE. ---- May' 2008 - Jun'2011

· Responsibilities:
· Responsible to do routine clerical work such as filing, and record keeping.
· To ensure that all inter-company document collection and handovers are complete on time.
· To ensure all documents, delivery orders are collected on time from various customers.
· Collect payments as required.


Education
Bachelor of Arts from Kanpur,India.  (Vidyapeeth University).


Personal Details
Date of Birth

:
28nd October 1986
Nationality

:
Indian
Address
:
Dubai (UAE)

Languages Known
:
English,Hindi,Telugu and Urdu
Strengths

: 
Proactive, quick learner, excellent social skills.
Certification

:
UAE driving license.
