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PERSONAL SUMMARY
Seeking a position as Public Relation Officer wherein I can utilize my skills, strong knowledge of UAE labor and deep experience particularly with local government bodies/ the portal system usage (Immigration and All Free zone areas) to contribute/assist in your esteemed organization daily operations whenever required.
With a great experience in managing and processing for of all types of applications and paperwork to the local government bodies, including but not limited to visit visas, employment or residence visas, car registrations, trade license, labor permits, export license, economic license, foreign license, etc. I am a perfect candidate for the Senior Public Relation Officer (PRO) position available in your esteemed organization. My practical experience in the UAE is the reason for applying this letter.
[image: image5.jpg]



OBJECTIVES
To acquire a job as a public relation specialist where I will be able to use my skills and knowledge to enable the organization to meet its goals and objectives.
PROFESSIONAL WORK EXPERIENCE
June 01 2017- March 27 2018 (Lay Off)
SENIOR PUBLIC RELATION OFFICER & IMMIGRATION CONSULTANT-Dubai UAE
POSITION SUMMARY:
The Immigration Consultant is responsible for helping individuals who are internationally relocating. Our main role is to ensure the client avoids any legal issues that may occur in relation to their relocation by assisting them to obtain visas and other related immigration documentation.
Duties and Responsibilities:
· Oversee all aspects of the Visa and Immigration Service, ensuring that the process runs smoothly;
· Must interview all clients and deal with all applications face to face and by post to ensure that the client is suitable;
· You must oversee the completion of all relevant visa and immigration documents and ensure that they are received within the time limit set by the government;
· Ensure that all of the information provided by the client is accurate and correct, preparing and checking all legal documents;
· Prepare all fee quotes and any information required by clients, colleagues or authorities;
· Maintain strong working relationships with all clients and colleagues;
· Able to help the client to obtain Visas, and other documentation required;
· Take full responsibility of all Immigration issues and operations, remaining up to date with any changes to legislation.
BGB Computer Software Trading .LLC.-Dubai United Emirates
May 01 2016- April 30 2017.
SENIOR PUBLIC RELATION OFFICER (Group of Companies)
Duties and Responsibilities:
· Organize periodic renewal of Licenses;
· Submission of correct documentation to the Ministry Of Labor for visa applications;
· Submission of correct documentation to obtain licenses and efficient collection of Licenses to take place when completed;
· 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 dependents’ visas, labor 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;
· All kind of work Related JAFZA online system (all kind of visa, License new or renew, Lease agreement, employees service etc);
· Submit & collect all necessary documents to JAFZA office;
· Submit & applying for the new items in Dubai municipality online portal;
· Provide & follow up any other work related Dubai Municipality and Civil Deference.
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November 15 2013- April 30 2016.
SENIOR PUBLIC RELATION OFFICER (Reporting to the CEO)
Duties and Responsibilities:
· Submit and ensure the processing of all types of applications and paperwork to the Local government bodies, including but not limited to visit visas, employment or Residence visas, car registrations, Trade License, labor permits, export license, economic license, foreign license, etc.;
· Proactively manage the timely renewal of all Employment Visas and Labor Permits and company related licenses;
· Assist employees in the process of renewing visas for their immediate dependents;
· Assist all sponsored staff and their dependents in the medical check process;
· Manage the visa checklist as when the rules on visa/labor changes;
· Assist the company and the employees with visa arrangements in Embassies;
· To maintain database of all passports and residence visas by scanning all documents and directly updating the database when details change.
· Submit & applying for the new items in Dubai municipality online portal;
· Manage any other work related Dubai Municipality and Civil Deference;
· Provide & follow up with SEWA, Sharjah Municipality and others Sharjah Government Authorities.
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PUBLIC RELATION OFFICER (PRO) DEPARTMENT:
May 20 2007-October 20 2013
Duties and Responsibilities:
· Arrange all kind of visa (work &residence permit, visit visa etc.);
· Schedule staff visa, medical, coordinating with other internal or external departments;
· Collect all appropriate documents necessary for visa and permits required to be processed;
· Organize visas for holiday and business related travel for managers as required;
· Responding to staff queries on Visa/ Labor/ Passport related matters;
· Ensure all visa, medical and labor permits are up to date and arrange timely renewal;
· Assist in all general inquiries concerning labor and immigration matters;
· Organize periodic renewal of License;
· Submission of correct documents to the Ministry Of Labor for visa applications;
· Submission of correct documents to obtain licenses and efficient collection of Licenses to take place when completed;
· Arrange medical tests, passports, memos, promotional draws and fine resolution.

PROFESSIONAL & PERSONAL SKILLS:
· Strong background of the U.A.E. Labor law;
· Proficient types of General Translation Arabic and English;
· High level of interpersonal skills to work effectively particularly with local government bodies;
· Excellent organization skills;
· Valid UAE driver’s license;
· Hardware-Network-Internet;
· All kind of Entry permit Related Mainland, JAFZA ,DAFZA,DMCC,DIFC and TECOM online portal system;
· All kind of Licenses, new or renew, Lease agreement and employee’s service etc;
· Administration skills.

EDUCATIONAL BACKGROUND
University:
B.S.C. Degree from Faculty of Commerce & Business Administration.
Helwan University- Cairo- Egypt. With a Mark of “GOOD” 2002.
