A challenging and rewarding opportunity in a progressive company that provides opportunities for advancement while allowing experience and skills to be utilized

Strengths

· Well experienced and skilled in time management, administration and events organization. Capable of handling job responsibilities independently. 
· Excellent computer skills 
· Extremely hardworking, honest, and constantly striving to learn more in order to improve work methods

PROFESSIONAL EXPERIENCE

Position held in the Qurum Business Group
June 2012 to till date

Appointed by Qurum Business Group, a group of companies including ( QBG Security, QBG services, QBG Facilities Management Services, QBG Technical ,QBG integrated facilities management services, QBG on Demand Labour supply services and QBG International Investment etc….) in UAE. 

Head of PR / GR Department 
· Timely renewals of visas, labour contracts, license etc. Zero penalties due to delay in the renewals.

· Timely updation and communication of latest regulations from local Govt and related bodies to division and dept. heads

· 100% adherence to defined processes for the dept.

· Responsible for updating the management and HR dept. on regular basis, regarding the company category information with Labour dept. to retain category ‘A’

· Report generation and submission from time to time 
· Tracking of Passports and safe custody of the same

· Manage the PR/GR dept. including direct reportees.

· Ensure fulfillment of all procedures related to government regulations in approvals and renewals of licenses visas, labor contracts, all labor related matters and other official documents;

· Actively manage the timely renewal of all Employment Visas and Labor Permits;

· Submit and ensure the processing of all types of applications and paperwork related to the local government bodies, including but not limited to visit visas, employment or residence visas, car registrations, Trade License, labor permits, economic license, foreign license, electricity and communications, etc.;

· Assist and aptly update employees for renewing employment Visas, medical check process;

· Send employees a notification on documentation required prior to their passport, visa/labor card expiring;

· Maintain accurate database of all passports, Emirates ID, Labour Card and residence visas and directly updating the database when details change;

· Maintain tracker of visas under process and visas/work permit cancellations.

· Renew all company related licenses prior to expiry date;

Timely clearance of all the bills and submission of detailed report related to visa expenses to the Accounts department.
Position held in the Bin Salem Holding
October 2008 to February 2012
Appointed by Bin Salem Holding, a group of companies including (Schools, Advertising, Trading, Holding, Car service centre, Insurance, Maintenance, Building equipments, Medical equipments, Business centre, Interior design, Security & safety, Electrical & Engineering, Engineering consultancy, HR Consultancy, Scaffolding and Real estate  etc….) in UAE. 

Head of PR Department 
· Ensure all employment processes adhere to local Labour and Immigration policies.
· Collect and provide periodical updates from the government authorities on all Labour and Immigration rules to keep the HR department abreast of the changes in the rules and procedures.
· Review all documentation and supporting papers necessary for the completion of Immigration and work permit processes- ensure accuracy and completeness   of information before submittal.

· Submit, follow-up and collect all new employment and business visas to ensure that the visas are processed on a timely manner to support the business.

· Keep custody of all important documents and passports throughout visa and permit processing time.

· Renew, update and maintain all employees and their dependants’ visas, labour cards, labour contracts in a timely manner to ensure that company’s records are up-to-date in the Labour and Immigration departments.

· Perform monthly check of data base of visas, permits and advice respective departments of any necessary renewal/ cancellation.

· Deal with general enquires regarding government relation functions promptly and efficiently to enhance the level of department service.  Liaise with all departments to ensure proper and effective PR processes and adequate level of support.

· Prepare daily, weekly and monthly reports on PROs activities and status of files.

· Provide service, support and assistance to new and existing employees on their requirements such are driving license, car registrations and legal requirements to ensure that PR services are provided as required.
· Renew, update and maintain the trade licenses and other government certificates of all company’s legal entities in the UAE to ensure that the documents are up-to-date.
· Renew and maintain all company’s leases in the UAE before its expiry, which include offices, company apartments.

· Assist departments in resolving any issues related to company vehicle registration and renewals to ensure that PRO services are provided as and when it is required.

· Obtain visas from Embassies in UAE for management and staff members for their business travel.

· Arrange processing attestation of employee qualifications as required.

· Responsible for company cars: car insurance, renewal of registration, handles enquiries at the traffic department.

· Ensure accurate preparation of documents according to the requirement of the legal authorities.
Position held in the G4S
September 2000 to September 2008
Appointed by Group 4 Securicor Security Services, an ISO certified company with over 7000 employees. Group 4 Securicor is a part of Group 4 Securicor Plc, a multinational Security Company with offices in over 100 countries. 
PR Coordinator
· Typing and arranging all applications in Arabic and English for employments visas, Visit visas, Transit visas, Labour cards & contracts, Residence stamps, Medical, Health cards, Cancellations, Absconding reports, Court matters, Power of Attorney and Security passes.

· Coordinating Company's concerned issues with Abu Dhabi Government departments (Etisalat, Airports, Oiled Field and Ministry of labour and Immigration dept.  Etc…)  

· Follow up of new and renewal applications for employees like employment visa, Visit visa, Residence visa, Labour card, Labour contract, residence stamp, Security passes etc..
· Maintaining records of Company's trade licenses, and radio licenses, residence visa expiry dates, Labour card expiry dates, Insurance card expiry dates etc.
· Supervision and coordination with HR and Recruitment departments for visas documents, Medical, Insurance card and arrivals. 
· Providing monthly reports to the Department Head on the status of new arrivals, renewals, absconding and cancellations. 

· Coordinating with the embassies for any required attestations 
· Reconciliation of Labour department list with the actual employees available (Visa details provided by Labour Ministry)
· Coordinating with concerned departments on the time of Labour Inspection for the salary Slips, Annual leave statements and other requirements.
· Monitoring the preparation of the residence permits and labour cards for the new employees (Medical check, labour contract, insurance card) 
· Maintaining petty cash 
· Preparation of financial statement for reimbursement of visas and residency permits fees. 
Position held in the FALCON GROUP
March 1999 to August 2000 

Appointed by Falcon Group , a group of companies included Travels, Rent A Car, Cleaning Company, Maintenance Company ) in Abu Dhabi. 

Asst. PRO Coordinator
· Coordinating with staff's original passports and personnel files.
· Typing and arranging the applications for submission with keeping all details through internal system and keeping all documents with filing system.

· Typing applications in Arabic and English for employments visas, Visit visas, Transit visas, Labour cards & contracts, Residence stamps, Medical, Health cards, Cancellations, Absconding reports, Court matters, Power of Attorney and Security passes.

· Maintaining all the personnel files and generating periodical reports such as visa status, Passport custody and personnel on vacation. 

· Maintaining accurate tacking system for the visa submissions.

· Coordinating with tickets and leave statements to employees for their vacation and handing over the passports.

· Reporting to the Department Head of the day by day activities and reports.

· Preparation of all Arabic and English letter to the different departments.

Position held in the EMASCO
March 1995 to March 1999 
Appointed by Emasco , a recruitment division of Al Hamed Enterprises group of companies), Abu Dhabi. 

Asst. PRO 
· Typing applications in Arabic and English for employments visas, Visit visas, Transit visas, Labour cards & contracts, Residence stamps, Medical, Health cards, Cancellations, Absconding reports, Court matters, Power of Attorney and Security passes.

· Maintaining all the personnel files and generating periodical reports such as visa status, Passport custody and personnel on vacation. 
· Coordination of reimbursement of visa and other related expenses with documentary support.

· Generating Customer wise reports and maintaining a full filing system for all office transactions. 

· Maintaining accurate tacking system for the visa submissions.

· Reporting to the Department Head of the day by day activities and reports.

Education and Academic Qualifications

· Pre Degree course from Calicut University, Kerala – India

· Secondary School Leaving Certificate from Manavedhan high School, Kerala. 

·  4 years Course for Arabic language from Islamiya College, Kuttiady, Kerala.

· Diploma computer science 
Computer Proficiency

Microsoft Windows, Microsoft word, Microsoft Excel, Internet
Other Qualification

Attended training course of Tas’heel Services with Ministry of Labour 

Personal Details

Nationality:


Indian
Date of Birth:


31 May 1971
Religion:


Muslim
Languages known: 

Arabic, English, Hindi and Malayalam
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