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AZARUDDIN.290279@2freemail.com   

EXCLUSIVE SUMMARY


Experienced Documents Clearance Executive with excellent knowledge of Labour and Immigration rules in UAE required for issuing visa processing employee’s contract & Medical related formalities. I have good typing skills in Arabic and English.

CAREER OBJECTIVES 
  To serve in an organization offering challenging opportunities and an excellent working    environment, along with improving my abilities to develop and furnish my working skills  and also give me an opportunities for carrier advancement.
ACADEMIC QUALIFICATION

· Graduation in BBM from Mangalore University 2010-2011
· Pre-degree from Junior College, India  2007
· SSLC from Education Board of  Karnataka, India 2004
TECHNICAL QUALIFICATION
· Computer typing in English & Arabic

· MS word ,Excel, Power point & Internet
PROFESSIONAL WORK EXPERIENCE
· AL GROUP ENTERPRISES
Position
:  Documents Processing Officer & Typist .

Duration
:  January 2014 onwards.


Location
:  Dubai - UAE.
Job description

1. Arrangement of applications for individual and group quota for employment visa. 

2. Preparation and process of employment, mission, temporary, relative sponsored and part time visa applications. (commercial and construction group)

3. Preparation and process of new work permit and renew work permit application

4. Preparing and process of cancellation work permit application

5. Preparing and submission of national and GCC agreement, labour contract, modify contract and change profession. (commercial and construction group)

6. Abscond reporting to ministry of labour department. 

Response of co-ordination and communication with Tasheel services, MOL help desk and other related departments to solve the issues.

7. Up-to-date clearance of various payment accounts. 

8. Up to date keeping reference of daily work

9. Inform the work related updates to the department and share the knowledge about visa processing. 

· ALHAJ DOCUMENTS CLEARING
Position
:  Documents Clearing Executive.

Duration
:  January 2012 onwards.


Location
:  Dubai - UAE.
· Handling Labour and immigration related documents of major companies.

· Labour and Immigration typing for Visa processing.
· Typing for Medical Fitness Certificate, Health Card & Emirates ID issuance.
· Scanning and data entry for uploading file online for processing.

· Answering telephone calls, replying correspondence, preparing daily, weekly and monthly reports
· Arabic & English Typing. Letters, Quotations & Forms
· Processing documents through on-line for new residence visas, residence visa renewals, visa status amendments, Immigration exit reports and employment visa payment to DNRD after MOL approval. Typing Immigration visa cancellation forms and family visa and family visa cancellation manually

· POPULAR BAJAJ AUTOMOBILES
Position
:  Sales officer.

Duration
:  June 2011 - March 2012.


Location
:  Bangalore, Karnataka, India.
· 
Helping to manage advertising, sales Promotion & Public Relation.
· Sales Targets are achieving  on monthly basis in line with collection.
· Calculating the product Finance scheme
PERSONAL PROFILE
Date of Birth

:     30/04/1988
Gender


:     Male

Marital Status

:     Single

Language Known

:     English, Hindi, Arabic, Malayalam, Kannada &Tamil
Nationality

:     Indian
Visa Status 

:     EMPLOYMENT VISA
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