AMER 
EMAI    amer.280831@2freemail.com 
Address:
Dubai U.A.E


Personal Statement


To obtain responsibility and challenging position in your esteemed organization that has vision and potentials for development growth expansion and at the same time a high standard of performance and business ethics. I am looking forward an opportunity where I can utilize my service, skills and contribute effectively for the growth of this esteemed organization and also further improve my personal skills and knowledge.


	
	
	TOTAL WORK EXPERIENCE OF 7+ Year

	
	
	
	
	

	PROFESSIONAL WORK EXPERIENCE:

	Organization
	:
	AMINATA FASHION TRADING LLC, Dubai-UAE.

	Designation
	:
	PRO cum DRIVER

	Duration
	:
	July – 2013 to Feb – 2016

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Organization
	:
	JUMANA COMPUTER LLC, Dubai-UAE

	Designation
	:
	PRO ASST. cum DRIVER

	Duration
	:
	May – 2011 to June - 2013

	
	
	
	
	

	
	
	
	
	

	Organization
	:
	HCL INFOSYSTEMS LTD, Hyderabad-India

	Designation
	:
	DESKTOP SUPPORT ENGINEER

	Duration
	:
	June – 2008 to November - 2010

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


JOB ROLES & RESPONSIBILTIES:

· Organize periodic renewal of Licenses
· Submission of correct documentation to the Ministry Of Labor for visa applications
· Submission of correct documentation to obtain licenses and efficient collection of Licenses to take place when completed
· Take, submit & collect all necessary documentation in order to organize all Employee official paperwork.
· Arrange medical tests, passports, memos, promotional draws and fine resolution.
	
	 Represent the Company
	at locations such as the Police Station, Airport, Hotels, Embassies,

	
	Ministries/Municipalities & other significant Departments & in accordance with services such as

	
	mobile & landline phone services (connections/disconnections/repairs), mail, electricity

	
	 Accompany the employee as they exit the country

	
	 Accept messengerial tasks and develop personal schedule to deliver them within the timeframe

	
	required.
	
	

	
	 Coordinate with contracted 3rd party couriers to augment messengerial service.

	
	 Perform deposits of cash in authorized banks.

	
	 Perform courier services for blueprints, documents and corporate gifts.

	
	 Provide clerical support as may be requested by the administrative assistant

	
	
	
	

	
	
	Technical Skills:

	
	
	
	

	
	Networking
	: Knowledgeable in LAN/WAN,TCP/IP, Routers

	
	
	Switches, Hubs

	
	Computer skills
	: MS office, Photo shop, Adobe, Tally, etc.

	  Thorough knowledge of OS
	: windows 98, xp, Linux, vista, windows 7 and

	
	
	Windows server 2008

	
	Designing
	: Photoshop, Illustrator, Dream viewer, Web Designing

	
	Microsoft Certifications
	: MCTS / MCP / MCSA / MCITP



Educational Background



Secondary School Certificate
with
73.5%
( March – 2005 )

· DIPLOMA in ELECTRONIC PRODUCTION AND MAINTANANCE FROM DOEACC CENTRE with 58.75% ( July - 2008 )

Skills and Strengths:


· Good communication skills
· Ability to work without supervision
· Creative problem solving and troubleshooting skills, with a high level of attention to details.
· Self-motivated, adaptive, flexible and quick learner.
· Diligent in completing tasks and obedient in taking orders.
· Enthusiastic performer in group oriented and competitive work environments.



Personal Profile:


	Name
	:
	Amer

	DOB
	:
	29/03/1989.

	Gender
	:
	Male

	Marital Status
	:
	Single

	Driving License
	:   Valid UAE Driving License (Since 4yrs )

	Visa Status
	:   Cancelled Visa (NO BAN)

	Passport number
	

	Languages Known
	:   English, Hindi, and Urdu.

	Current Address
	:
	Bur-Dubai, Dubai, U.A.E.


________________________________


Declaration:

I hereby declare that the information provided above is certainly true as per the best of my knowledge and belief.

DATE
:

PLACE
:
DUBAI.
MOHAMMED AMER ALI

