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Objective:   
Qualified professional in diversified industries with proven accomplishments in the areas of HR, Administration and Customer Service Functions. Demonstrated years of efficiency that contributed to the success of the organization as a whole. Determined to attain competency through commitment, motivation, interest, effective communication, proper time management and strong interpersonal skills. Seeking a position to utilize knowledge and expertise towards developing an excellent career.

-------------------------------------------------- ------------------------------ 
Professional Experience
Public Relation officer:                                                            
05/06/2013 – Present
· Represent the company with local authorities such as Ministry of Labor, Immigration Department, Municipality, Chamber of Commerce, Customs, Ministry of Economy and Finance.

· Handle all company’s trade license issues; issuance and renewals of the same; issuance and renewals.
· Process and obtain related documents from immigration and labor department as per all rules & regulations; labor approval, entry permit, employment visa, labor card, labor contracts, residence visa, etc and all types of visa related operations.

· Professionally address to the employees queries regarding visa and other related process.

· Prepare MIS report including weekly report of resignation, termination, absconding employees and visa status and all other matters pertaining to the PRO department and submit to HR Manager.

· Provide assistance to the HR department in various functions as directed by the management.

· Alleviate environmental and civil defense inspections; handled all problems with official authorities.

· Coordinate the registration of all types of company vehicles.

· Responsible for all court cases, coordinate with the lawyer when a legal case has been arise, arrange police clearance certificate in case of accident and release of car kept under police custody due to violation of local rules, etc.
· Supervise administration of legal affairs. Consult with legal counselor on   effective handling of legal matters and provide guidance. Coordinate administration of the company as per labor law.
-------------------------------------------------- 
The fields of administration Group
1. Ciarla Group in (Jafza).  
2. Ciarla Real Estate   Abu Dhabi 

3. Ciarla Restaurant Management.

4. BBG Ghantoot Properties L.L.C  
5. Pasta E Basta Processing and Selling Macaroni

6. Prism Canada Middle East For Gas Works 

7. Melius Restaurant Limited  
------------------------------------- 
Education:

Shendi University - Bachelor of the Faculty of Education. 
-------------------------------------------------- ------------------------------ 
Skills 
Labor Office (Tsaheel system), Immigration (Fawri System), MS Office Word,  Excel & PowerPoint), Internet and e-mail applications.
.    
-------------------------------------------------- ------------------------------ 
Personal Information 
Birth Date:                             01 Jan 1982 
Gender:                                  Male 
Nationality:                            Sudan

Marital Status:                       Married. 

-------------------------------------------------- ------------------------------ 
Languages: 
Arabic    -   English 

-------------------------------------------------- ---------------------------

