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	Objective
	To work hard for a long-term position in a reputed organization that provides healthy and challenging environment, where I can utilize my skills, professional experience and educational backgrounds to benefit mutual growth and success.

	Profile
	An enthusiastic self starter with strong leadership and communication skills. Equip with the right technical and soft skills required to propel the organization achieving its goals and objectives.

	Functional Strength
	· Ability to maintain confidentiality of records and information.

· Ability to communicate professionally and effectively.
· Ability performs accounting procedures.
· Enthusiastic, ability to take initiatives with excellent telephone etiquette.
· Possess excellent organizational and multi-tasking skills 

· Attention to detail and ability to take initiatives 

· Organizing and coordinating skills.


	Work Experience
	QATTAN GENERAL TRADING L.L.C.
Gargash Center, BaniyasDeira, Dubai U.A.E.
May 15, 2008 –octobar 2015
Position: PRO (Public Relation Officer)
· Organize periodic renewal of Licenses.
· Submission of correct documentation to the Ministry Of Labor for visa applications.

· Submission of correct documentation to obtain licenses and efficient collection of Licenses to take place when completed.

· Take, submit & collect all necessary documentation in order to organize all Employee official paperwork.
· Arrange medical tests, passports, memos, promotional draws and fine resolution.
· Represent the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant Departments & in accordance with services such as mobile & landline phone services (connections/disconnections/repairs), mail, electricity
· Accompany the employee as they exit the country.


	
	QATTAN GENERAL TRADING L.L.C.

Al Quoz Industrial Area, Dubai U.A.E.

February 9, 2001 – May 14, 2008

Position: Store Keeper
· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.
· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.

· Ships canceled and damaged items back to vendors as appropriate.

· Maintains the warehouse, records area and stores area in a neat and orderly manner.



	Educational Qualifications
	College Degree
Faculty of law

	Computer Knowledge

	· MS Office (Microsoft Word, Excel and Power Point)
· Internet Surfing


	Personal Details
	Date of Birth     :   January 16, 1970
Nationality        :   Egyptian
Marital Status    :   Marriedy
Visa Status       :   Residence Visa 
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