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WAQAR

Valid U.A.E Driving license:
Personal Data:

Date of Birth: 10-05-1979

Nationality: Pakistani
Marital Status: married

Computer Knowledge

MS.Office,Basic 
Languages known:

Language  speak  Write
English          yes       yes 

Urdu             yes       yes

Arabic          yes        yes
Hobbies

Reading books and playing cricket

	OBJECTIVE:

·    To achieve competency and excellence in the field of Customer Service. 

·    To be a part of successful team of individuals who thrive on challenges, where in my skills and abilities will enhance the company’s success and there by my own growth.

·    Self & organizational improvement through continuous learning with growth opportunities & company that values quality of work.

·    Change and growth are the natural phenomena. Being customer service, I am looking forward for the change with positive growth in your esteemed Organization.

OVERVIEW:

· Has a total of 8 years of work experience in Admin assistant, Document controller and Typist.

SKILLS:

· Excellent communication skills both orally and in writing,
· Excellent interpersonal skills 
· Good IT skills and presentation skills.
EDUCATION:

· Faculty of arts from Pakistan.

· S.S.L.C from Pakistan.

· I.E.L.T.S (International English Language system) from British Council Pakistan.
KEY SKILLS
· Work permits processing. Employment visa processing.
· Labor contract processing. Cancellation typing and submissions. 

· Pretty cash Fund Reconciliation.CBD Fund Reconciliation.

· E dirham Fund Reconciliation .Emirates Identity card Processing

· EPRO System .Mol Tes’heel Services. Employee relations.
· MOI Fawri online system, MOI manual system.

WORK EXPERIENCE:  
· Organization   : AL NOOR HOSPITAL PLC, MUSAFFAH, ABU DHABI.
· Duration          : 30-04-2013  till date,

· Designation     : TYPIST , CLERK AND DOCUMENTS CONTROLLER 
ROLES AND RESPONSIBILITIES:  
· Documentation, Processing and monitoring the status and follow – up of New joiners for Emirates id card, Labor Contracts and residencies.

· Typing all document for local authorities like Immigration Department, Ministry of Labor.

· Documentation and Processing of cancellations, Employment Contracts, Work Permits, and Residence Permits for all employees.
· Prompt Renewal of Resident Permits, Visit Visa, Mission Visa and Work permits on time.
· Operates personal computer using office software application.

· Monitoring for all PRO section’s incoming and outgoing documents. 


	
	
	

	
	
	
	
	

	
	
	
	
	


· Working with computer spreadsheets and databases answering the telephones handling inquiries about related works.

· Using office equipment like photocopiers, faxes and franking machines dealing with post and emails and filing.
· Updating and maintaining PRO database e g scanning of passport, labor contracts, labor cards and visa details.

· Verify the scan documents are correct.

· Ensure documents are received, verified, processed, distributed and tracked in accordance with documents control procedures, approved distribution matrices and agreed time scales.

· Verify competence, relevance and accuracy data in documents.

· Maintain the status of periodic documents reviews of process and procedures.

· Organize for passport and/or labor cards to be given to staff if required.

· Working with computer spreadsheets and databases answering the telephones handling inquiries about related works.

· Using office equipment like photocopiers, faxes and franking machines dealing with post and emails and filing.
WORK EXPERIENCE:  
· , Mussafha, Abu Dhabi

                       (Immigration, labor and Emirates ID documents typing)

· Duration          : 12-01-2011  to 30-04-2013

· Designation     : TYPIST, ACCOUNTANT, CLERK AND DOCUMENTS CONTROLLER 
ROLES AND RESPONSIBILITIES:  
· Typing all document for local authorities like Immigration Department, Ministry of Labor, Municipality, Insurance of labor and Chamber of Commerce.
· Processing of Employment Contracts, Work Permits, and Residence Permits of all employees.
· Prompt Renewal of Resident Permits, Visit Visa, Mission Visa and Work permits on time.
· Operates personal computer using office software applications.

· Operates calculator, printer, copies, fax and other office machines.

· Fully accountable of PR funds reconciliation.
WORK EXPERIENCE:  
· Duration:            01-04-2004 to 30-08-2010
· Organization:     
NEW ZIA UL ISLAM ACCADEMY PAKISTAN

· Designation
:       Admin assistant , Documents controller

ROLES AND RESPONSIBILITIES:
· Open and direct distribution of incoming mail for human resources.
· Compose letters and memos as directed by the human resources. 
· Monitors, orders and maintains office supplies inventory. 
· Facilitate the human resources team communication through the effective use of conference calls, e-mails, HR team meetings and other communication means. 
· Prepare human resources reports.
· Type correspondence, reports and other documents
· Maintain office files.
· Open and distribute the mail.
· Take minutes at meetings.
· Distribute minutes.                                                                                             
                                             Thanks and Regards…
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