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Personnel officer / PRO 

A self-motivated result oriented, and hard working PRO Assistant/ Personnel officer

Having a Total experience of 7.5 years out of which, 6.5 years in U.A.E. Fully conversant with all aspects of personnel work. Able to use own initiative and work as part of a team. Proven leadership skills, including managing and motivating other staff to achieve company objectives. An effective communicator at all levels within an organization with excellent interpersonal skills. Good problem solving and analytical skills. Computer literate.
AREAS OF EXPERTISE

	· group and single visas
	· Employee airport process
	· labour contract

	· visa Cancellation
	· Rewards and Recognition

	· Recruitment

	· Tact and Diplomacy
	· Document Expiry Reminders
	· Personal Files


	· Arabic typing
	· Follow for lab our card and residence
	· HR Software’s


EDUCATIONAL ACHIEVEMENTS

2005 – I.Com from Rawalpindi College of commerce, Pakistan
2008 – Basic Security Course
2009– Security Guard Customer Service Course From (ADAC)
 CAREER PATH
Bin Hafeez Establishment, UAE 



November-2011 – Present 

Is ISO accredited and Sheikh Khalifa Excellence Award winner in General Contracting Company with above 3000 employees located in Abu Dhabi, U A E.
Personnel officer
· To prepare all official papers for applying group and single visas, Sponsorship transfer

· To receive the employees from airport process their cash advances, receipt of passport, contact signature and direct to the administrator/ Camp boss

· To arrange all office documents for new employees and arrange for the labour contract to be signed by the employees immediately upon their arrival

· Follow up the procedure for labour card and residence insurance and make report to update the computer records.

· Prepare all documents related to cancellation of visa, arrange for completing the cancellation process and update computer records accordingly

· Arrange for inspection of new and old equipment, plant and vehicles by the traffic police department, issues/ issue renewal of registration and issue of necessary official documents

· To study weekly reports jointly with Human Resource assistant, check all labour cards, residence and passport expiry dates follow-up renewal where required and prepare weekly report for renewals to updates the database.

· Receive written on printed raw materials for typing, arrange in an orderly manner and type on the appropriate stationary for the form of correspondence indented.

· Correctly reference the correspondence, including the file number, and long in the appropriate register. Maintain the files on their computer in parallel with the actual files, using the file number as a sub-directory and the document reference as the computer file name.

Abu Dhabi Airport Company (ADAC), UAE   Jan. 2010 - Oct-, 2011    (1.5.Years)
Abu Dhabi Government Company, with 400 employees located in Dubai, U A E.
PRO. Coordinator







· Maintain all employee related issues and coordinating as employee first,
· Issue of Access Cards and Identity Cards for New Hire Employees,

· Daily updating of office and Labour strength report including factory and sites,
· Maintains department records, reports and files, including absenteeism, terminations, resignations, vacations, and sick leave,
· Managing and maintaining Labour and staff personnel records. –   Personal files, passports and related documents,
· Employee document Expiry reminders,
· Prepares inter-office communications and other documents needed for staff movements and assignments (HRD Actions),
· Preparing payroll and bill wages, Check Time sheets for employees paid through Bank, preparation of Bank Pay Roll and distribute bank salary pay slip,
· Grievances handling, Attrition control, Liaising with all departments,
 SUMMARY OF TRAINING
· ISO 9000:2008 Series Foundation Training Course (BUREAU VERITAS)
· Quality Policy (Nawwar Bushnaq)
· Layout/ Amenities (Nawwar Bushnaq)

· Global English (On Line Program)

· Basic First Aid (ETSDC)
REFERENCE
· Muhammad Fouad

 HR & Admin. Manager

Bin Hafeez, Abu Dhabi, U.A.E

  PERSONAL DETAILS

Nationality: Pakistan
Age: 28
      Languages:  English, Arabic, Urdu, Pasto & Panjabi
  Marital status:   Married
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