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	Experience

	
	Basic Business Skills Acquisition (BBSA)   Cairo, Egypt

Sponsored by the Future Generation Foundation (FGF) Apr 04-Jul 04   
Training in:


1) Developed Language and Computer skills.

2) Enhanced Presentation & project development skills.

3) Acquired basic business skills including: marketing, sales, banking, accounting, business correspondence and report writing. 

From Apr 2005 till Jun 2013: Working in International House Real Estate Projects Management at Dubai (UAE)
From Aug 2013 till Now : Working in Etcetera Living Interior Design

At Dubai (UAE) 

Position:  Public Relation Officer (PRO)
Job Description : 
· Ensures to have direct contact with all Government Departments; and have good working relationships with all departments at the senior as well as counter level so as to ensure all official formalities are completed on time.

· Ensures that all visa applications such as; Visit, Employment, Residence, Termination, work permits, and labor cards are presented and completed on time in order to comply with Government laws and regulations. 

· Ensures that all License applications, official approvals and permits are followed up properly to avoid unnecessary violations. 

· Coordinates with government authorities to adhere with the new rules. Develop relationships with Government Departments in order to ensure issues are resolved diligently. 
· Direct liaison with TECOM on anything related to visa issues/slots and trade license documentation.
· Manage Dubai DIFC applications when apply.

· Update and maintain staff residency/visa/passport expiry tracker for all employees.
· Processes documents such as trade License, attestation of rent contract and the like in government offices such as Chamber of Commerce, Ministry of Economic, Ministry of Finance, Customs, Court and Traffic Department. 

· Ensures that all visa, medical and labor permits are up-to-date and arranges for their timely renewal.

· Represents the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities and other significant Departments and in accordance with services such as mobile and landline phone services (connections/disconnections/repairs), mail and electricity. 

· Accompanies employees in the airport as they exit the country.


	Interests

	
	Football, reading, and traveling.


	Personal Information

	
	Nationality:


Egyptian

Date of Birth:

8/23/1980

Marital Status:

Married
Military Status    
Exempted
Driving License:
Holder of a valid UAE Driving License



