	PERSONAL DETAILS:

Fathi 
Email id: 
Fathi.336460@2freemail.com 
Visa Status: Employment  (Transferable)
License: UAE, 
Nationality: Egyptian 
Date of Birth: 04/10/1987
Home Address:

Almansoura, 

EGYPT
Hobbies / Interest
Traveling, Reading ,Music,
Driving & Sports.


	Personal Profile
A highly motivated and enthusiastic Bachelor of Arabic language and Islamic sciences holder with excellent communication and interpersonal skills along with sound analytic and problem solving skills as gained through both relevant work experience and academic study looking for a Public Relations Officer & Typist.
Key Skills
· Experienced in visa and other transactions, knowledge of Abu Dhabi and UAE Labour Law.
· UAE valid Driving License
· Well-developed skills in written and spoken English & Arabic.
· Microsoft Office and computer literacy a must 
· Able to work under pressure to demanding time pressures and to meet deadlines
· Able to work under own initiative and as part of a team
· Strong verbal and written communication skills.
· High level of professionalism and personal presentation at all times
· Able to understand and adapt to cultural sensitivities
· Problem solving/lateral thinking skills
· Excellent time management and prioritization

Education
1.   Bachelor of Arabic language and Islamic sciences.
Alfayom University   (2004 – 2008) – Alfayom, Egypt

2.  Masters of Business Administration Course.

Almansoura, University (2008) – Almansoura, Egypt.

3. ICDL Computer (Word – Excel –PowerPoint –Access – Outlook – Net – It).

     Almansoura Academy – Almansoura (Egypt)
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Property Shop Investment L L C , Pharmatech Medical Equipment Trading  l l c , Sap and Kaps Petroleum Services , PI System & Networking L L C , Premier Marble L L C , Food Design Restaurants L L C ( Mugg & Bean) - In Abu Dhabi.  
Public Relation Officer & Typist 
(November 2014 Till Now).
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Duties include but are not limited to:
· 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.

· Submit, follow-up and collect all new employment and business visas to ensure that the visas are processed on a timely manner to support the business.

· 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.

· Deal with general enquires regarding PRO functions promptly and efficiently to enhance the level of department service
· Provide service, support and assistance to new and existing employees on their requirements such are driving license, liquor license, car registrations, accommodation and legal requirements to ensure that PR services are provided as required.
· Renew, update and maintain the trade licenses and other government certificates of all company’s legal entities in the UAE to ensure that the documents are up-to-date.
· Renew and maintain all company’s leases in the UAE before its expiry, which includes offices, company apartments.
· Assist departments in resolving any issues related to company vehicle registration and renewals to ensure that PRO services are provided as and when it is required.
· Obtain visas from other Embassies in UAE for staff members for their business travel
· Arrange processing attestation of employee qualifications as required.
· Accurate preparation of documents according to the requirement of the legal authorities
· Maintain confidentiality and security of company and employee documents at all times
· Work In Labour System (GIT) & Tasheel Services System.

· Work In Immigration System (Old System & Fawri System.

· Preparation of all transactions relating to the Municipality and the Chamber of Commerce and Industry Abu Dhabi.

· Accountant budget recovery.

· CINA Permit’s all transactions (CICPA).

· Providing HR Team with all information they need to take the wright decision related to visa process.

· Represent the Company at locations such as the Police Station, Airport, Embassies, Ministries/Municipalities & other significant Departments & in accordance with services such as mobile & landline phone services (connections/disconnections/repairs), mail, electricity
· Send employees a notification on documentation required prior to their visa/labour card expiring.

· Assist and advice all staff against legal problem which they are facing and coordinate between company and lawyer against legal issue.

· Finalize all processes related to cars (registration, insurance, sticker AD, services, Rahal Card, Salik card and Parking Card).

· Assist HR manager to getting quotation for car, office future, Auto financing quotation.

2. Alneima Typing Photocopy l l c - In Mussaffah Abu Dhabi.  
Typist & Office Manager 
(March 2011 to November 2014).

Duties:
· Work In Labour System (GIT) & Tasheel Services System.

· Work In Immigration System (Old System & Fawri System.

· Preparation of all transactions relating to the Municipality and the Chamber of Commerce and Industry Abu Dhabi.

· Accountant budget recovery.
· CINA Permit’s all transactions (CICPA).

3. Alkinana Land Typing Photocopy - In Defense Road Abu Dhabi.  
Typist 
(March 2009 to March 2011).

Duties:
· Work In Labour System (GIT) & Tasheel Services System (All Transaction)

·  Work permit , relative work permit , quota Labour card ,update Labour card , cancellation , establishment card , application for form 7 ,temporary work permit labor card renewal , PRO Card Application , E Signature Card ….. ETC
·   Work In Immigration System  (All Transaction)
· Open company file , new entry permit , cancelation ,status change , renewal , new residence , fines payment , government visa transaction , private company visa transaction , expat transaction ….ETC
· Preparation of all transactions relating to the Municipality and the Chamber of Commerce and Industry Abu Dhabi
· Trade name , initial approval , apply for license ,renewal , adding activity , adding and removing partner ,sign board transaction , tawtheeq contract , inspection ……ETC 
· CINA Permit’s all transactions
· Open company file , staff security passes (new , renew ,adding sites , removing site) , vehicles (new ,renew , adding sites , removing sites) , and all transaction related to cicpa .
4. Sata Computer services - In AL Mansoura, Egypt

Sales
(April 2008 to April 2009).

Duties:
· Work as (responsible) for Computer hard ware and soft ware
· Responsible for computer maintenance for computer ( installing windows – installing and downloading program from internet – able to deal with kind of programs –web searcher)
· Responsible for computer hardware (change IC – Hard Disk – Ram – CD – Bios) and make maintenance. 

· Work as (Sales) For Computer Parts

· Responsible for computer maintenance in Sata company sale computer parts like (mouse – keyboards –hard disk – rams – CD – Cables – monitors – flash – power supply…….and other computer parts.

Declaration
   I hereby declare that the above given information’s are true to the best of my knowledge & belief.
References  
References are available upon request[image: image1.png]
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