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	PoSITION APPLIED FOR


PUBLIC RELATIONS OFFICER / HR PERSONNEL
	objective


To look for more challenging position in a reputable company that offers maximum career and personal growth. And will allow me to fully contribute my knowledge and show my skills acquired through more than twenty years of working experience in public relation and human resource works.
	WORK EXPERIENCE


UAE  ARMED FORCES 1988 TO DC 1992
Company Name  :  GROUP OF COMPANIES - Apr 1993


       - DARUNA General Contracting 



       - RAMAHI Engineering Consultancy

                                - IHA  consultancy  Engineering


       - SITE Representation Trading Company abudhabi& Branch dubai


       - SENAAT Company (ICAD)



       - FLAVOURS International Company

                                - Muraoah Trading _ abudhabi & Branch   dubai



       - Global Network Services Dubai & Abu Dhabi Aug 2013 till now

                               -Prime Global Investment LLC-----DUBAI
	DUTIES AND RESPONSIBILITIES


· Follow up and monitor the status of the company's project in all departments such as Abu Dhabi Municipality, ADDC, etc. Performs other related duties and report it to the Manager and Architect as may be assigned from time to time like:

1- Abu Dhabi & Dubai&RAK MUNICIPALITY - Permit/Drawings Approval/Demarcation Certificate/Comp. Certificate.
2- ADDC &Dewa Drawing Approval /Application for Water and Electricity Connection.
3- ETISALAT &du Drawing Approval / Application for Telephone Line Connection.
4- CIVIL DEFENCE - Drawing Approval / Application for Fire and Safety Connection.
· Organized all project contracts, deposit income and expenses in the bank and report it to the Manager.

· Operates computer like Microsoft word, excel, power point, basic AutoCAD.
· Provides friendly courteous service and assistance to all Clients.
· Monitoring the activities of all the service staff.
· Handles government relations. 
· Prepares employees labor contracts and visa procedure.
· Immigration and Police Department   abudabi&dubai&RAK
· Ministry of Labour abudabi&dubai&RAK
· Oil Fields Company

· Courts Department

· Ports

· Municipality and Chamber of Commerce

· Consultant Office

· Department of associates and building

· Establish and maintain effective working relationships with local and municipal government officials and media representatives.
· Arrange visa (work permit, husband sponsored visa, visit visa etc.) for expatriates and their family.
· Schedule staff’s visa, medical, coordinating with other internal and external departments.
· Collect all appropriate documentation necessary for visa and permits required to be processed.
· Responding to staff queries on Visa/ Labour/ Passport related matters.
· Ensure all visa, medical and labour permits are up to date and arrange timely renewal.
· Assist in all general inquiries concerning labour and immigration matters.
· Providing administrative support if necessary.
-  Ministry of Health, abudhabi& Dubai Health Authority and other ministries.
	OTHER QUALIFICATION


· Computer Literate on MS word, Excel, Outlook and Power Point.

· Proficient in English language.

· Excellent interpersonal skills with people from all level of management.

· Self motivated and creative individual who is dedicated, focused and able to prioritized and complete tasks.
	EDUCATIONAL BACKGROUND


HIGHER DIPLOMA IN BUSINESS ADMINISTRATION – 1986
HIGHER SECONDARY SCHOOL – uae   1984
	PERSONAL INFORMATION


Birth Place

:
Jordan
Civil Status

:
Married
Sex


:
Male

Citizenship

:
Jordanian
Language Spoken    :        Arabic and English

Valid U.A.E Driving License
	REFERENCES


Available upon request
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