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	ABDUL 
ABDUL.343653@2freemail.com 

	

	


Objective

Intend to build a Career with leading Corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in challenging & creative environment.

	


Personal Profile

Date of Birth: 
17th September 1992.

Nationality: 
Pakistan (Born In Dubai).
Marital Status
Single.

Visa Status
Employment. 

Driving License
Holding valid U.A.E. License. Expiry Date : 23/10/2023.
Languages

Fluent in English/Arabic/Urdu & Baluchi..
	


Skills Summary
· Front Office Operations.
· Administration

· Sales & Marketing. 




· .General Office Skills

	


Professional Experience 

EGT Shipping & Clearing .Dubai UAE, From 2015 till Present.

Public Relation Officer:

· To process, distribute and manage the visa applications, visa renewals, medical reports, passport expiries and transfer processes of all visa and immigration applications.

· Process all applications in the system for labour contracts via Ministry of Labour for new and existing Employees ensuring all records for the company on the Labour system are up to date and within the quota.

· Distribute daily activities amongst all PRO’s and track daily progress of applications to ensure completion.

· 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.

· Maintain the HR employee records by tracking employee labour contracts, visa and passport expiries and communicate the same to the employee to prepare timely renewals.
· Maintain all labour contracts, Emirates ID, passport with visa copies and photos on the HR network and employee files.

· Provide general PRO support to departments for any activity involving the local authorities, including responsibilities for business licenses, permissions etc.

· Process police permissions, NOC and other government required documents.

· Arrange attestation requisites from Government offices.

· Deal with general enquires regarding PRO functions promptly and efficiently enhance the level of department service.

· Be the point of contact internally for employees for all visa and labour related formalities.

· Utilize available resources in an efficient and effective manner to decrease process time and fees.

· Provide administration support to the HR department as needed.

· Maintain confidentiality and security of company and employee documents at all times
Infasme (DU Telecom) .Dubai UAE, 2013 to 2015.

Document Management Agent:

· Review charge documents (Enterprise ,Pay As You Go, Elite & Fix) for accuracy as well as corrected errors, return documents to source or enter    missing data

· Maintain control of input documents by properly following batch control procedures.

· Effeciently and accurately record financial and related data.

· Informing team leader about unusual situations affecting productivity , accuracy and efficieny of data flow.

· Entering data in English as well as Arabic language.

· Responsible for other duties as assigned.
Al Warba General Trading Dubai, UAE. From 2012 to 2013.
Asistant Public Relation Officer:

· Delivery of documentation for residence permits, driving licenses, visas for 3rd countries etc to relevant Ministries & Embassies. Track progress of paperwork and collect the relevant documents from Ministries and Embassies. 
· Maintain records of all outstanding requests and keep staff informed of progress.
· Dealing with air and sea consignments for the Embassy.
· Provides administrative support to Management team members including, Arabic/English translations, typing, electronic and hard copy filing.
· Relief/back up reception duties as outlined in the receptionist position.
	


Education
Al Salamah Institute of Ajman UAE.
· High School Certificate ( 12th / HSSC).
	 


Computer Skills

· Ms Word.

· Ms Excel.

· Ms Powerpoint.

· Ms Outlook.

