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OBJECTIVE:

To seek a position in an organization that will utilize my skills and ability to lead with day-to- day issue in a professional manner.
EXPERIENCE:
M.I. STAR MINERAL WATER FILLING LLC

           Duration: 01-10-2013 TO TILL DATE
           Designation: ADMIN & PRO
EMIRATES RUBBER FACTOR LLC

           Duration: 26-09-2008 to 30-09-2013

           Designation: HR ADMIN & PRO
MANAV WELFARE TRUST (DADAR), MUMBAI

          Designation: CASHIER

          Duration: 01-07-2007 to 25-07-2008
Experience Gained/Responsibilities: 
 1. To submit, renew and ensure the processing of all types of applications and paperwork to the local government bodies, Employment or residence visas, car registrations, Trade License, labor permits, export license, economic license, 
To proactively manage the timely renewal of all Employment Visas and Labor Permits.
2. Assist employees in renewing visas for their immediate dependants.
3. To assist all sponsored staffs and their dependents in the medical check process.
4. Send employees a notification on documentation required prior to their visa/labor card expiring.
5. Manage the visa checklist as when the rules on visa/labor changes
 Assist the company and the employees with visa arrangements in Embassies.
6. To maintain database of all passports and residence visas by scanning all documents and directly updating the database when details change.
7. To renew all company related licenses prior to their expiry date.
8. Submit detailed reports related to visa expenses to the finance department.
9. To submit required documentation to the banks and process bank transactions as advised by the Finance Manager.
10. Assist in company errands when required
EDUCATIONAL BACKGROUND:
• Bachelor of Commerce – Computer Application
      [Jun 2003– May 2006]
COMPUTER KNOWLEDGE:
                 • Operating System Windows 8.1, 
                 • Packages MS Office, C, C++
PERSONAL INFORMATION:
• Age and Date of Birth     : 29 years, 14 May 1985
• Marital Status/Gender    :   Married, male

• Languages known           :  English, Hindi, Tamil Malayalam, Arabic
DECLARATION:
                    I hereby, declare that all the details furnished above are true to the best of my knowledge and belief
