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      CURRICULUM VITAE
FIROSE 

Email: FIROSE.336225@2freemail.com 

OBJECTIVE:

I am looking for a permanent position in a company, where I have recently experience to work in a competitive and dynamic environment that will utilize my full potential and enhance my skills and specialist skills in the areas of manual testing towards building on organizations to perform best of my ability
WORKING EXPERIENCE:
5 years as P R O in City Vision technical contact company 
1 Year Human Resource Assistant at AL MATER TOURS & TRAVELS at Sharjah, UAE since 
(Oct 2008 to Till Now)
· Role and Responsibilities 

· Performs customer service functions by answering employee requests and questions.

· Performs payroll/benefit-related reconciliations to General Ledger and other accounts.

· Conducts audits of various payrolls, benefits or other HR programs and recommends any corrective action. .

· Assists with recruitment and interview process.

· Updates HR spreadsheet with employee change requests and processes paperwork.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Dealing with enquiries from the public, the press, and related organizations.

· Collect and provide periodical updates from the government authorities on all Labour and immigration rules to keep the HR department abreast of the changes in the rules and procedures.

· Renew, update and maintain all employees and their dependants’ visas, labour cards, and labour contracts in a timely manner to ensure that company’s records are up-to-date in the labour and Immigration Departments.

ADDITIONAL INFORMATION:
3 Holding PRO card issued by Ministry of Labour/ 
4 Efficient in any job and complete my job in any given time.

5, Knowledge of visa and shipping document procedures,
6, Speak and understand English fluently.

7, Ability to learn and perform my duties as advised.

8, Good Listener and act accordingly.

9, Reliable person to undertake any Bank related matters.
    10, I have willed knowledge in all Commercial License and professional License works, 

Labour visa related work also 

 EDUCATIONAL QUALIFICATION
    Degree: BCA in HINDU COLLEGE, CHENNAI Passed 2006.
    Higher secondary: Town higher secondary school Thiruvarur, Tamilnadu, India in 2003 with 58% 

KEY SKILLS:
Basic knowledge of DEWA rules and regulations 
UAE labour Laws, Immigration rule an regulations, 

I have willed same felid experience 

Technologies    
:        Hardware and networking 
Software

:        MS-office, 

Platforms

:        Windows 98, Windows XP, Win 7&Win 8

PERSONAL DETAILS:

Nationality



:
Indian

Date of Birth


            :
29-07-1986
Sex




:
Male

Marital status

                  
:
Single  

Religion



:
Islam
Languages Known


:
Arabic, English, Malayalam, Hindi, and Tamil.
PASSPORT DETAILS:
Passport valid up to
                
:
09/01/2019
Visa status



:
employment visa 
Visa valid up to


:
O2/09/2017
Languages Known
                        :         English, Arabic, Hindi, and Tamil & Malayalam
DECLARATION:
I hereby declare that the above furnished information is true and correct to the best of my knowledge and belief.

                                                                                                             Yours Sincerely,
