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OBJECTIVES
Seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself.
PERSONAL INFORMATION

Birth Date
:
28th February 1968
Nationality
: 
Egyptian
Marital status
: 
Married
WORK HISTORY


21.10.2013 – present
ENJAZAT SERVICES – ABU DHABI, U.A.E.



Public Relation Officer



IMMIGRATION
· Processing of all types of applications such as: Visit visa, employment or residence visas and labour permits General Directorate of Nationalization and Residence for employees of clients companies and their families. 

· Renewal of new Establishments cards of clients companies. 

MINISTRY OF LABOUR

· Processing of quota applications for employees and companies and processing of documents.

· Processing of applications, like labour permit, submission, attestation and collection of all paper works.

· Processing of applications for raising the WPS ban.

MUNICIPALITY

· Processing of all types of transactions like renewal of Trade Licenses, amendment of activity, civil defense certificates, registration of new account in ADDC.

10.10.2010 - 30.09.2013
 EMPIRES FOR MANAGEMENT ADVISORY, U.A.E.

Public Relation Manager
· Coordinate all public relations activities.

· Identify main client groups and audiences and determine the best way to communicate publicity information to them.

· Develop and implement strategic PR programs to achieve significant requirements standard of the company.
· Proven successes in both traditional and interactive PR channels.

· A strong-sense of teamwork and ability to both manage and execute programs.
05.10.1991 – 01.09.2012
   AMESCO LTD, KSA

Foreman
· Ensure accuracy of work orders prior to handing them out and make sure that time efficiency is taken into account.

· Make sure that work sites are cleaned and cleared of any hazardous materials prior to the beginning of a construction project.

· Supervision of projects assigned to the company by government companies in field of general maintenance like ARAMCO, Ministry public works, central warehouses.

· Handling the project of Ministry of Education, Abha College of Technology, Intellectual Education Institute for Boys and Girls. 
· Ensure that all machinery and tools are available to the crew and everything is in proper order and state of maintenance.

· Perform inspections to ensure that the crew’s performance is up to the set standards. 

· Monitor daily construction procedures to ensure that proper quality is maintained and that schedules are being followed.
· Create progress reports on a daily basis and ensure that any significant information is communicated to the supervisor.

· Handle onsite incidents and emergencies in a proactive manner.

05.05.1989 – 05.09.1990
UNIBETON READY MIX / AL FARAA CONTRACTING – DUBAI, U.A.E.

Administrative Assistant
· Performs administrative and office support activities for multiple supervisors.

· Delivery of transactions to company’s branches within Dubai, Abu Dhabi & Al-Ain.

· Collections of transaction from banks (Inwards and outwards)

· Collections and delivery of transactions from/to post office.

· Payment of electricity and water bills at ADDC.

· Follow up in the Administration Section.

EDUCATION

09.1986 – 09.1989
AL ABASSI HIGH SCHOOL, CAIRO EGYPT
employee of the month
January 2015
ENJAZAT SERVICES, ABU dHABI, U.A.E.

February 2015
ENJAZAT SERVICES, ABU dHABI, U.A.E.

March 2015
ENJAZAT SERVICES, ABU dHABI, U.A.E.
Qualifications

Excellent interpersonal skills, excellent in customer relation, initiatives, ability to prioritize and plan effectively, ability to work as a team, hardworking, motivated, dedicated and loyal
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