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Education Summary





DIPLOMA IN MECHNICAL ENGINEERING (3 Year)


Year of passed	: July 2001 


Board		: Board of Technical Education Govt. of Kerala 


Institution	: Govt. Poly Technic, Kozhikode


Mark		: First Class





PREE DEGREE


Year of passed	: July 2000 


University	: University of Calicut, Kerala 


Institution	: Private


Mark		: Third Class 





 





SSLC 


Year of passed	: March 1997 


Board		: Board of Public Examination, Kerala 


Institution	: Govt H S School Chettiyankinar, Kerala


Mark 		: 52.0%





Work Experience


Company Name 	: M/s Typing & Document Clearing, UAE


Designation 	: General Typist


Duration 	: 4 Years & 2 Months








Company Name 	: M/s General Trading, UAE


Designation 	: Office In charge


Duration 	: One Year





Career Summary 


Seeking to join as PRO/ HR ASSISTANT/ DOCUMENT CONTROLLER / ENGLISH AND ARABIC TYPIST/ in a company involved which can help me pursue a career provide a platform to learn, and give opportunities to demonstrate my skills & talent. Willing to work as a key player, who can actively work in a challenging and demanding work environment, to foresee professional & personal development.











PERSONAL DETAILS


Date of Birth	:	14th March 1981


Sex	:	Male


Marital Status	:	Married


Nationality	:	Indian


Languages Known	:	English, Urdu, Arabic and


		Malayalam


	





Areas of Exposure


Co ordinate with all PRO about all Labor & Immigration works and its follow up and maintain & updating with HR Manager about all new visas, visa cancellation, Typing and arranging all labor, immigration & Medical documents:- Regarding New Visa/Renew and work permit under husband sponsorship, New & Renew, Labor cards  and employment agreements, Agreement changing and  profession changing 


Letters related to Labor and Immigration, Servant visa, Family visa  procedures, Online Visit Visa & Expert in Online Tasheel Service (PRO services) for online Labor card cancellation, new and renewed labor card & Agreement submission other labor and immigration related works 





Skill Set


Office Skill	:	Ms Word & Excel





Other Skills	:	United Arab Emirates Labour,


		Immigration, DED Documentation,


		DHA Medical, Dubai Municipality


Health Card Typing, and Emirate ID Typing











PROFESSIONAL STRENGTH


Can do document works of Ministry of Labour, Immigration, Emirates Identity Authority, DHA Medical, Dubai Municipality  Health Card and Economic Department in UAE


Can do Arabic and English Typing.


Knowledge in UAE Labour Laws.








DIPLOMA IN MECHNICAL ENGINEERING


BOARD OF TECHNICAL EDUCATION (JULY 2001)











[image: image1.jpg]
Gulfjobseeker.com CV No: 1466934

