OBJECTIVE:
A smart, young, dynamic, ambitious, career-driven, emerging business professional seeking placement in any reputable company, which offers me the opportunity to contribute tremendously to its growth, development and pursue a progressive career.
WORK EXPERIENCES

Company             :    East Business Services, Dubai (U.A.E)
 Position               :    Visa Typist cum PRO 
Responsibilities:    knowledge of all kind of Labour, emigration Visas typing and P.R.O Services.
                                  Visit and clearance all documents from the related official departments. 

                                  To submit and ensure the processing of all types of applications and paperwork to 

                                  The local government bodies, including but not limited to visit visas, employment or 

                                  Residence visas, car registrations, Trade License, Labor Permits.
Duration              :     27 Nov 2004 to June 2008
Company             :   Business Services (Br), Dubai (U.A.E)

 Position              :   Office In charge. 
Responsibilities    :    Verifying documents and Information about business Setup, Customers dealing, LLC & Establishment Formation Services
Duration              :     June 2008 to till 2010
Company             :  LLC, Dubai (U.A.E)
                                (Group of Companies)
 Position              :   Administration Assistant cum Visa Typist
Administrative Assistants ensure the efficient day-to-day operation of the office, and support the work of management and other staff.
Visa Coordinator:-

Support to H.R and Admin department to manage the all employees and family’s new and renewal visa more than 800 employees. (For the Group of Companies). 

· Assist in all general inquiries concerning Labor and Immigration Matters. 

· Ensure fulfillment of all procedures related to Government regulations and approvals of visas, Labor contracts, and all labor related matters. 

· Ensure fulfillment of all procedures related to Government regulations in approvals and renewals of Trade Licenses and other official documents. 

· Actively manage the timely renewal of all employment Visas and Labor Permits.

· Notify to all employees on documents required prior to their visa/ Labor card expiring.  

· Type immigration visa, and Labor card, for new and renew visa.

· Type Family and new born baby visa. 

· Type occupational Health card

· Type Emirates ID card

· Type Medical application for residence visa

· All kind of Tasheel work (Quota, work permit, labor card, contract typing)
Primary Duties and Responsibilities:-
Administrative Assistants perform a wide range of duties including some or all of the following:

Reception
· Answer general phone inquiries using a professional and courteous manner 

· Direct phone inquiries to the appropriate staff members 

· Reply to general information requests with the accurate information 

· Greet clients/suppliers/visitors to the organization in a professional and friendly manner 

Office Administration: - 
Sort incoming mail, faxes, and courier deliveries for distribution 

· Prepare and send outgoing faxes, mail, and courier parcels 

· Forward incoming general e-mails to the appropriate staff member 

· Forward voice mail from the general mailbox to the appropriate staff member 

· Purchase, receive and store the office supplies ensuring that basic supplies are always available 

· Code and file material according to the established procedures 

· Update and ensure the accuracy of the organization's databases 

· Back-up electronic files using proper procedures 

· Provide secretarial and administrative support to management and other staff 

· Make travel, meeting and other arrangements for staff 

· Coordinate the maintenance of office equipment 
· Handling employees files on daily basis
· Use computer word processing, spreadsheet, and database software to prepare reports,     memos, and documents 

Duration              :     Dec 2010 to till continue
EDUCATION:

Institution
: 
Lahore Board

Qualification 
: 
D.Com (Diploma of Commerce) with English Shorthand     

Institution
: 
Bahawalpur Board
Qualification
: 
SSC (Secondary School Certificate)
CAPABILITIES
· Creating and sustaining a good, reliable customer-worker relationship wherein trust is much needed.

· Possess core business knowledge, analytical skills and techniques, which are indispensable in problem solving and decision-making.
· Understands the organizational setup/operations in today’s ever-changing global business environment.

· Very devoted, loyal, respectful, young and energetic to affront any challenges or difficulties.

· Can work in a team with other employees from various multi-cultural, ethnic and religious backgrounds or environments.

OTHER SKILLS

· Computer (MS Office, Excel, Internet)
OTHER DETAILS
Nationality  
:
Pakistani
Date of Birth   
: 
10 February 1980.

Place of Birth  
:    Bahawalnagar
Sex                 
: 
Male

Marital Status 
: 
Married
Visa Status       : 
Employment Visa
First Name of Application CV No: 1705884
Whatsapp Mobile: +971504753686 
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