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Luqmanul 
EMAIL- Luqmanul.307479@2freemail.com  


	OBJECTIVE
	


Aiming Excellence- To work with a reputed organization where my qualification, experience, skills and capabilities can be utilized to the best interest of the organization enabling its dynamic growth, Seeking suitable post in Administration / HR Department / Public Relations / Legal Section / Translation, Training and Education to my experience.
	AREAS OF EXPERTISE
	


· Translation (Arabic to English & vice-versa) and Interpretation
· HR Administration specially in oil field sector
· Public Relations specially in government procedures

· Judicial Guidance and legal advising

· Teaching Arabic- Language and spoken Arabic
	DURATION OF EXPERIENCE
	


· 13 years as Translator and interpreter  in Immigration Dept. of Abu Dhabi & Judicial Dept of Abu Dhabi (Labor Court, Rent Dispute Committee etc).
· 1 Year As Translator to the Consul General of a Diplomatic Mission in Dubai
· 5 years independently handled business correspondence in English and Arabic with The New India Assurance

· Worked as part time as Document Translator for M/s.  Saleem Associates Consultancy and other consultancies in Roads and other contracting fields in Abu Dhabi.
· 4 Years in HR and Public Relations fields with Borouge -a division of ADNOC group of companies and in Private sector.

· Well versed in MS Office Applications, use of the Internet and Windows OS.

· Excellent speed in English and Arabic typing (40 WPM)

   
	PROFESSIONAL EXPERIENCE
	


Judicial Dept. Abu Dhabi  Since 2008 to Dec 2016 as Translator and Interpreter / Customer guidance employee. 

During this period I worked in different sections of the Judicial Dept. such as Civil Courts; Rent Dispute Committee; Labour Court; Traffic Court ; Immigration Court
Notary Public and Attestation Division at Banyas; Reconciliation Section; Family Disputes & Guidance Section; Public Prosecution  etc..

Job Responsibilities

· Translating Documents from English to Arabic for the purpose of jurisdiction and when it is necessary 
· Representing before the courts as interpreter for the parties who are not able to speak well in Arabic Languages. 
· Transfer the messages of the Judges and Prosecutors and concerned staff of the Dept. to the parties who are not well known in speaking Arabic Language 
· Giving guidelines to the applicants and guide them to the proper section

· Verify the document in English and translate the content in Arabic for the purpose of the attestation in Notary Public Dept. 
2003 to 2008 as HR Admin Asst.
Abu Dhabi Polymer Co.-Borouge- a Division of ADNOC 
Job Responsibilities

· All public relation services related to the staff including documentation
· Drafting letters in Arabic & English and other necessary correspondence.
· Translating necessary documents in English to Arabic for the HR Director
· Conducting awareness classes for the staff about rules and regulations.
2002 to 2003 as Translator to the Consul General
Consulate of Tanzania in Dubai- UAE
Job Responsibilities

· Translating official letters addressing to the Embassy from the Ministry of External Affairs and hand over to the First Secretary.

· Do the necessary correspondence in Arabic for the purpose of embassy to the Ministry of External Affairs and other necessary govt. dept.
· Study the content of the notes of consul and translating and preparing in Arabic.
· Contact the government officials in Arabic for the appointment of the consul and arrange meeting in co-ordination with them.
· Accompanying with the consul for the meeting and do the interpretations when it is necessary.

· Follow up works in Arabic Language as per the requirement of the embassy.
1999 to 2002 as Translator in the Immigration Dept. of Abu Dhabi
Job Responsibilities

· Translating official letters especially from embassies for the Managing Director

· Short Translation in Arabic of Press releases related the dept. 
· Do the interpretations in investigation departments for the detainees from the Abu Dhabi Airport and other cases.
· Letter drafting and filing works in HR and Investigation Dept.
	EDUCATIONAL QUALIFICATION
	


· Post Graduate Degree – M.A. Arabic (University of Kerala)

· Bachelor Degree in History & English (Calicut University)
· Graduation certificate in Arabic & Oriental Studies  
	TECHNICAL QUALIFICATION
	


· Short Term Diploma in Computer Application 

· Typewriting Arabic and English ( 40 wpm)

	OTHER ACTIVITIES 
	


· Worked as Event Secretary for "Quran Recitation and memorization Competition 2016 conducted by General Authority of Endowments and Islamic Affairs and -Awqaf Abu Dhabi  & India Social Centre (2 weeks program)

Job Responsibilities

· Arrange meeting with officials and coordinating participants of the event.
· Event Management

· correspondence in Arabic and English

· Interpretation during the meeting with officials from Awqaf Abu Dhabi & India Social Centre - Abu Dhabi.
· Conducting Arabic Spoken & Language Corse for the non-Arabic speakers in an institute Abu Dhabi for 5 years.

	SPECIAL EXPERIENCE IN TEACHING
	


· Worked 5 years as Govt. Arabic Teacher  & Arabic Language Lecturer in India. 
	PERSONAL INFORMATION
	


      Nationality
: Indian

      Visa status 
: Visit Visa                                     
 

      Date of Birth
: 31-05-1971
      Marital Status
: Married
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