MUHAMMAD NADEEM KAMRAN
DOB: July 16, 1974
_________________________________________________________________________________
CAREER OBJECTIVE

Work in a competitive and challenging working environment, and contribute the best of my abilities towards the growth and development of a progressive company. To fully utilize my interpersonal, leadership, professional skills, to pursue a challenging and rewarding career.
PROFESSIONAL EXPERIENCE
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Arabic Typist for VISA & CICPA Passes:




Sep 2014 to till date

Qatar Engineering and Construction Co., Abu Dhabi, UAE
Administrative Assistant:






Sep 2009 to Aug 2013
Descon Engineering Abu Dhabi, UAE 




KEY RESPONSIBILITIES
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Administrative Assistant:

· Receiving of visa documents from different manpower agencies.

· Responsible for handling all the daily operations of the administrative department and completing all the assigned duties by the manager.

· Preparation & arrangements of documents for visa application and for oil field security passes.

· Preparing employee personnel files & maintains the record according.  

· Sending and receiving mails from different project sites with proper transmittals. 

· Preparing all type of transmittal to dispatching documents to site. 

· Coordination with site for employee’s leaves / salary and annual tickets.

· Helps site management to built good employees and management relations and remove the situation of conflict or grievances under the light of company policies, rules, regulations and as per the UAE labor laws. 

· Follow up the cancellation of visa in case of termination or resignation of the employee.

· Verification of passports upon arrival of employees and update in the system accordingly.

· Request & follow up with medical fitness certificate and all required document from HQ/Agency/Individual i.e. from country of origin before mobilization to AUH.

· Forward & follow up with HRD for Management Staff and with AUH PP&A for Non-Management Staff for all formalities / requirement for visa application.

· Upon mobilization, arrange for 2 medicals i.e. Visa Medical & Medical for DAS and to obtain DAS medical report within 24 hrs / ASAP from the Hospital.

· Transportation, Manage the Fleet of more than 10 vehicles including cars, double cabins, coasters, buses. 

· Monitor proper maintenance & recording of LOG books & respective documents etc.

· Follow up with AUH PP&A on DAS security pass, apply for ADGAS optima card, arrange for accommodation and request for mobilization to DAS Island.

Arabic Typist for VISA & CICPA PASSES:

· Submit all documents for local authorities like Immigration Department, Oil field  and Ministry of Labour (security passes) etc.

· Maintaining of track records of all labors and staff on arrivals up to receiving their labour card.

· Processing documentation for obtaining Oil Field Security Passes for the mobilization of personnel to oil field work sites, updating the validity and its renewal on time.

· Co-ordinating with Admin. & H.R. Manager for the mobilization/demobilization of manpower to site as per requirement from Project Manager.

· Prompt renewal of Resident permits, mission visa and work permits on time. 

· Co ordination and liaison with all PRO’S on a day to day basis for the smooth functioning of the Administration Dept.

· Outstanding conceptual knowledge and delivery skills with experience in Public Relation, and Organizational Development

· Typing all types application of Ministry of  labour & UAE Immigration, Fawri system, Tasheel System, Emirates ID,  CICPA passes & offshore Travel Cards ( Adgas, Adma, Zadco, Gasco)

· Preparing all documents for Ministry of Labour, Immigration & CICPA pass for Offshore & Onshore. 

· Controlling employees personal file as per ministry lab. Requirements.

· Typing all manual forms of Ministry of Labour, Immigration.

· Excellent knowledge about rules and regulation of  Ministry of Labour, Immigration, & CICPA authorities.

· Renewing the Vehicle registration Cards, insurance & Security passes. 

· Good knowledge of Microsoft Suite- Word, Excel, Outlook etc.

· Wide experience in Epro (controlling the employee’s data, leave cycle, etc by using Epro system. 

COMPUTER SKILLS:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Ms Office (word, excel, power point, outlook)
· Adobe Photoshop
· Adobe Indesign
· Excellent typing speed in Arabic & English 80wpm.
EDUCATION
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Intermediate.

LANGUAGES
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Arabic Good (read, write).

· English Fluent (read, write, speak).
· Urdu (native).
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