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Osama 
Osama.330256@2freemail.com   
	Public Relations Officer (PRO) . Data entry operator . Document controller
HR administrator . Customers services . Typist / sap hcm


	Talented and experienced professional with over 5 years experience out of that which 5 years in United Arab Emirates. Diversified, professional experience with trading, service and construction companies.

	Strengths

· Labour Office 
· Immigration                       

· Municipality 
· Traffic
· Chamber of commerce 

· Keeping cars files for renewal of registrations 
· Road pass 

	· All translation coming to the company from Arabic to English 
· Typing all the Arabic letter from the company to any department 

· Keeping all labour files and passport 

· Controlling staff & labour leave

·  Keeping all original documents of the co.

· defence gate pass  

	Functional Experience
Labour Office 
· Preparation of visas from the start of work permit clearance  till the Labour Card 
· Group Visa preparations 
· Temporary work permit 

· Subcontracting agreements

· Familiar with E-governments systems  by using the systems since 2010
Immigration
· Using the E- governments systems by typing all type of visas 
· Visit visa, employments visa family visa 
· Renewal of all the above mentions
· Health test of employer , health insurance
· HR Program who keeping control for all Pro work dates expiry and renewal for the same (like labour card. Visa. Car registrations. Passport expiry & license expiry )
Professional Experience
· Accountant , 2004 to 2006 , The Egyptiong Kuwaiti for landreclamation co 
· June  2010- Till Date, work for Document clearing and typing office , working as Pro in their HR Department, in charge of complete process of visa till finalization. Major responsibilities includes :
· Preparation of New trading License  & renewal 
· Economic department  & classifications 
· Preparation of 500 Employees visa & renewal Transfer visa & Employees leave & cancellations final accounts.
· Day To Day translations 
· Responsible for bank Guarantee for absconding Labour and keeping track 
· Handling health insurance for Company employees. 
· Coordinating with managements for visa renewal ,Leave, visa canceling&   



	Education
	B.Sc. (Faculty of commerce ) , specialized in accounting , zagazig university Egypt , Year 2002


	Computer Skills
	Good working knowledge in Microsoft Office Software’s-Microsoft 

Excel, Microsoft Word And Other Microsoft Office Packages.

Have good knowledge In Internet And E-Mail.

Very good working knowledge of Internet web site design

Exposure In The Operating Systems Ms Dos,  Windows XP, 
Windows Vista.


	Personal Profile
	Well Developed Inter-Personal Skills, Capable Of Enhancing Team   Contribution And Lead A Team.

Excellent Communication And Correspondence Skills.
Ability To Meet Deadlines And Work Under Pressure.

Willingness To Learn And Adapt To Challenging Issues.
Self Motivated & Dedicated In Providing High Standards Of 
Services. Emirates driving license 

	Career Objective
	To Achieve the Highest level of proficiency in my job and give my very best to the Organization that needs and appreciates a hardworking employee.

	Interests and activities
	Reading, Sports, Traveling, Music, Internet.


[image: image1.jpg]



