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	CAREER OBJECTIVES:

	
	I am seeking an existing and challenge position which offer variety and the opportunity, where my academic background, previous experience, and personal skills could be best utilized and developed.

	
	


PROFESSIONAL EXPERIENCE:

	Designation:
	Typist & Administrative

	Organization::
	AL REDA TYPING &Document Clearing LLC., Abu Dhabi, UAE

	Session:
	From March 2011 To  April 2013


	
	· Doing Pro works through all Government departments (Immigration, Labor,)

· Maintaining proper employee records of some listed companies.

· Providing administrative and legal support to the management and the team members.
· Doing English letter typing, electronic & hard copy filing.

· Gathering necessary information/documents from employees for processing.

· Processing Visit and Transit visa where applicable.

· Tasheel works and handling Tasheel Documents.
· CINA Applications Documentation

· Emirates ID Documentation (Typing, Submitting, Solving all departmental issues)



	
	

	Designation:
	Typist & PRO Assistant

	Organization::
	TYPING,  Abu Dhabi, UAE

	Session:
	 From Jun 2013 Present 
· Documents clearance.

· Typing all Immigration, Tasheel, Labor and Emirates ID online forms.

· Filling all types of online forms

· To Post Online Entry Permit application through Fawri operating module to avail E-visas for company.

· Arrange Visa (work permit, husband sponsored visa, visit visa etc.) for expatriates and their family.

· Typing security permit application.

· Organizing the works of PROs and giving them the needed guidelines. 

· Typing English letters. 

· Emailing, faxing and attend telephone


ACADEMIC QUALIFICATION:
· Bachelor Degree (Bachelor of Commerce)

· Higher secondary at Commerce

· Diploma Interior & Exterior Designing

· Drafts man (Civil)

· NDT Level II

· Good knowledge in Autodesk Software’s  (AutoCAD, 3D's max, Revit Architecture)

· Photoshop (CS2 and CS3)

·  Good knowledge in micro soft office application (Word, Excel, Power point, etc...)

· Other Application (Tally, MS Office all packages) 

· Operating System (DOS, WINDOWS (98, 2000, XP)

KEYS OF SKILL AND COMPETENCIES:

· Worked under pressure with productive results.

· Excellent Communication.

· Hard-working, self-motivated and focused.

· Fast learner and experienced in working with different nationals.
· Team player with a helpful mentality & attitude
· Able to improve in all situations.

LANGUAGE KNOWN
English
- Speaking, Reading and Writing (Very Good)

Arabic
- Speaking, Reading (Good)

Hindi
- Speaking, Reading and Writing (Good)


Urdu
- Speaking (Good) Reading and Writing (Average)

Tamil
- Average Speaking 
Malayalam
- Mother Tongue

PERSONAL DETAIL:
	Gender:
	Male

	 Marital Status:
	Married

	Religion:
	Islam

	Nationality:
	India

	Date of Birth:
	31/05/1986

	Visa Status:
	Employment
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