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 Gulfjobseeker.com CV No:  255546 
E-mail: gulfjobseeker@gmail.com
TO,
HR Department
Subject: 
Looking for a Human Resourcing Managing Position at your esteemed 
                        Organization
Dear Sir/Madam,
Basically I am a BA Graduated in Arabic with relevant experience in Business, industries and management positions at different Companies. I am self-motivated and having strong leadership and interpersonal competencies, possess a keen sense of willingness to learn more and work hard under pressure. I have good communication skill as my strength and I am very flexible for the easy adaptability to new environment.
Please find enclosed a recently updated copy of my resume, for your kind consideration. I would like to express my sincere thanks to you in advance, for spending your valuable time to pursue my profile.
Looking forward to hear from you soon

Objectives
Seeking a challenging position in Management where my knowledge, experience and skills will be contributed towards the development of the organization. My dynamic personality as well as innovative ideas and being a good team player should help me a lot in contributing to the growth of the company and myself.
Key responsibilities

· Prepare online emigration documents (visa renewal, new visa, medical, emirates id etc.)
· All labour works(new and renewal)
· Arrange visa (work permit, husband sponsored visa, visit visa etc.) for expatriates and their family.

· Financial documentation and accruement of company

· 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. 

· Organize visas for holiday and business related travel. 

· Responding to staff queries on Visa/ Labor/ Passport related matters. 

· Ensure all visas, medical and labor permits are up to date and arrange timely renewal.

· Assist in all general inquiries concerning labor and immigration matters.

· Will provide administration support as needed.

Academic Credentials:-
Bachelor of Arts         
Graduated From Calicut University in India (2006-2009)
Other Qualification:-
Certificate of merit 
From G-Tech computer education Calicut-India

Photoshop
MS Windows, Microsoft Office – Word, Excel & Power point
Experience:
Worked in PV stores ponnani, India as Documentation and office assist since June 2009 to 2010 July
Worked in Bins Ayurvedic Pharmacy, Kerala, India as DTP and administration support since September 2010 to October 2011
Still working at Karama Star typing and document clearance , Dubai, UAE as a Typist and Human Resourcing Managing   since September 2011
Key responsibilities
· Will provide administration support as needed. 

· Maintain and keep inventory register. 

· Preparation of invoices according to the LPO.

· Assist the inventory team according to the schedule.

· Financial documentation of bank and accruement of company. 

· Staying in contact with vendors, suppliers and clients to build strong business relationship which helps in generating additional project work to determine project feasibility.
· Responsible to attend/implement all the future plans of the management. 

· Updating day to day project management process.
Personal Information:
	Nationality
	Indian

	Gender
	Male

	Date of Birth
	31-05-1985

	Marital Status
	Single

	Language Known
	English, Arabic, Hindi & Malayalam



