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EXECUTIVE SUMMARY
A challenging position that will effectively utilize my acquired expertise and knowledge; the position will allow me to use my extensive organizational and administrational skills while providing the opportunity for long-term career growth and advancement.

WORK EXPERIENCE                                                                                                                                        



Position
:
Government Public Relation Officer

  

Company
:
Dirham Tours L L C (Company Staff, 150+)              
Duration
:
December 2012 to till present

JOB RESPONSIBILITIES



· Handling all new Employment visas, Tourist Visas (Quota 2000), new & renewal of Residence, labour card, and Cancellations.
· Responsible for the staff Passports, Medical (DHA), Emirates Id and Health cards for all the employees.
· Prepare the Documents for Immigration, Labour and economic Department of Dubai U.A.E.
· Consultancy on Economic department, visa problems and transfer of visas.
· Works with management and others to develop and implement operating policies and procedures.

· Dealing with other miscellaneous problems arising time to time as there is no limit for Management & Administration, Working knowledge of email, scheduling, spreadsheets.
· Working with Labor Tasheel System.
· Working with Immigration online system, for residence visas, Tourist Visas, Renewal visas, and all other online applications.

· Dealing with DTCM department and making application for getting Licence for company and license for tour guides.

· Handling all work related to PRO field in (Dubai, RAK & UAE).
· Dealing with Ministry of Finance for Local Insurance (Pension) and all work related to PRO.
· Getting permission for drivers and other staff to enter in Dibba (Musandam).
· Handling all work related to PRO & HR, Field.  
WORK EXPERIENCE                                                                                                                                        



Position
:
Visa Officer (PRO)





Company
:
Taj Palace Luxury Hotel      (Company Staff was, 250+)

Duration
:
November 2009 to till 2012 December
JOB RESPONSIBILITIE

· Responsible for the new Visas (Visit & Residence) and Cancellation. (Online & Manual) 
· Responsible for the Passports, Health cards of all the employees.

· Maintaining up to date record of the files of all employees on Excel related with Health card, visa expiry and cancellations too.

· Dealing with other miscellaneous problems arising time to time as there is no limit for Management & Administration, Working knowledge of email, scheduling, spreadsheets.

· Prepare the Documents for Immigration and Labour Department of Dubai U.A.E. 

· Dealing with Visit Visas, family Residence Visa, renewal of all visas and Cancellation of visas. (Online & Manual).
· Updating employee records into police system as new rules from Dubai Municipality. (Online)
· Dealing with DTCM department and making application for getting Licence. (Online & Manual)
· Responsible for the staff Emirates ID cards. (New & Renewals)

· Works with management and others to develop and implement operating policies and procedures.
· Dealing with new rules from Dubai Municipality to get the permits such as (Advertisement Permits) (Flags, Banners and Boards).

· Very good experience in Microsoft outlook.
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Position
:
Visa Coordinator (PRO)

Company
:
Modern Management & Secretarial House (UAE)



Duration
:
November 2007 to October 2009 

JOB RESPONSIBILITIES



· Prepare the Documents of Immigration and Labour Department of Dubai U.A.E (online and Manual)

· Prepare New Employment Visa application. (Online)

· Prepare Renewal of Labour Card and Residence Visa (English & Arabic).

· Prepare Visit Visa, family Residence Visa, Cancellation of visas.

· Consultancy on Economic department, visa problems and transfer of visas.

· Having Experience of Manual Typewriter (English and Arabic).

· Typing all kinds of visa Application’s & Form’s (Arabic and English both).

· Creating office clients data base and training new staff.

EDUCATIONAL QUALIFICATION



· Passed the high school exams from Govt High School Jhelum (Pakistan)
· Passed the collage exams (12th Standard) from Govt Degree Collage GT road Jhelum (Pakistan) 

COMPUTER SKILL’S



PC, Command Prompt, Microsoft Word, Fidelio 6.20, Outlook, Extensive use of the Internet utilizing browsers such as Internet Explorer, Installation’s all kind of windows, software’s, printer Sharing, Computer hardware and assembling computer.
Having a very good experience in Adobe Photo Shop, Good typing speed in Arabic and English

PERSONALINFORMATION

Date of Birth   

:

May 15th 1986

Gender


:

Male

Marital Status  

:

Married 

Religion

:

Islam  

LANGUAGES KNOWN



· English (Fluent)
· Arabic  (Good)
· Hindi   (Fluent)
HOBBY / INTEREST 



· Reading books, Traveling, Football, Cricket.          
