Attention:  PROSPECTIVE EMPLOYER

Dear Sir,
                It is my great pleasure to apply for a vacant position in your prestigious institution. Moreover, please find herewith my CV which will shed some highlight on my qualifications /working experience. Yet, it is not worth to mention that I am ambitious, hardworking, presentable and easy to get along with, resourceful, innovative and have pleasant outgoing personality. I am seeking for a position in Public Relation Officer  that may available and depends on the skills previously developed throughout my education/work experience, and proven capabilities. In addition, I have good communication skills with an optimum level of service standards which enable me to deal with different kinds of people.
If you wish to conduct a personal interview with me, I can be contacted at your convenience thru my email address or telephone number mentioned below.

Thank you for your attention and forthcoming reply.

	SUHAIL.PK

suhailelettil@gmail.com
Mob: 055 7104540
Visa Status: Employment
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	OBJECTIVE

         To obtain a position where I can utilize my experience and skills in a highly stimulating environment. I always prepare myself for contributing for the progress of organization. The development of the company would be my prime area of interest. It would help me to create a good impression among my companions and customers. I use my ideology while working 
Core Competencies
· Expertise in immigration works of DMCC

· Client facing and strong people skills

· Self-motivated and a strong team player 
· Ability to learn new things quickly 

· Proficiency in computer applications.

· Urge to complete given tasks

·  Excellent Typing Speed: English & Arabic

· Excellent communication and presentation skill
· Adopting New Technologies to utilize Productivity
Educational Background

· Diploma in Indian and Foreign Accounting (Difa) From Accountants Service Society under G-Tec Computer Education, Kerala, India.
· Higher Secondary Education (Commerce) From Board Of Higher Secondary, Kerala, India, On-2007-2009.
· SSLC (Secondary School Leaving Certificate) From M.J.V.H.S.S - Board Of Public Examination, Kerala .2007. 
· English & Arabic Typing (Shobha Computer Institution).
· IAB Certificate (International Association Of Book Keepers) From G-Tec Computer Educations.
Professional Experiences
1) DUBAI  MULTI COMMODITIES CENTER 
             Public Relation Officer (since Feb 2015 till to date as temporary staff)
          Over a decade, the name DMCC has become synonymous in the global commodities markets. In its pursuit for excellence, has earned the coveted reputation as the largest and the fastest growing Free Zone in the UAE.
Areas of Expertise

· Working Proficiently For Processing Visa Applications Of DMCC 
· Receives And Verifies Visa Applications In Order And Comply With DMCC’s Rules And Regulations
· Evaluate the Reliability of Client Provided Information.
· Assisting the Team Leader to Process Applications Fast and Accurate.
· Typing And Updating All Types Of Dmcc Visa Applications (Employment & Family) Referred By Concern Dept
· Constantly updates client’s visa status in Sales force
·  Support to the entire organization, liaise with internal departments to exchange information and promptly resolve issues and concern.


	2)    FIXIT EXPRESS BUSINESS ADMINISTRATION SERVICES DMCC
                     Public Relation Asst / branch Manager. (2013 Jan To 2015 Feb )
            Provides all kinds of document clearing services for companies including DMCC and other Free Zone Authorities, Ministry of Labour, Immigration, Land dept and Other all Govt dept works etc.
Areas of Expertise
· Support the clients for document clearings  related to All Free zone companies
· DMCC Related documents submission & collection
· Strong knowledge in employment and family, visit visas, Tourist visas..etc
· Keep good awareness in all the govt works related Immigration and Emirates ID, medical Dept of UAE
· Manage the office related works and handling all customer queries.
· Making and receiving telephone calls and general Office Duties.
· Responsible for all computer related technical jobs such as scanning, printing etc..
· Documents Clearing & Verifying
· Customers Relations controlling with documents dealing.
· U.S.A, UK and KSA VISA  Application Processing-(Online) 
3)    Aldana documents clearing services 

                      General Typist & Cashier with Daily Accounts Keeping. (2012-Apr To 2013-Jan)
Job Profile:

· Immigration , Dubai Municipality ,Dubai Medical & Emirates ID Application Typing,
· English Arabic Typing
· Recording Daily Transactions (Income & Expenses)
· Assist Office Controller & Receptionist
4)-Emicare Pharma & health care Pvt Ltd (India) (1- Year)
   Position : Finance Assistance
     Job Profile:

· Co-ordination with the Purchasing Manager for order placing and arranging materials reaching in time at the Firm. 
· Issuing Cheques to various parties and keeping their accounts
· Collecting cheques from various parties and depositing in the bank
· Create Material requisitions Co-ordinating with Material Co-ordinator
· Manual accounting up to finalization
· Verifies statement items and totals with department records.
· Reconciles simple bank statements and department records
· Makes and checks necessary calculations.
COMPUTER KNOWLEDGE
            Well experienced with Windows Environment and MS-Office Tools, especially Excel,
  Word and Power Point, Learned much conversant with Internet and E-mailing tools.
Extensive hands on  Sales force and  Business/Accounting Software -Peach Tree, Tally, Quick Book, Oracle, 

ADDITIONAL QUALIFICATION                                                                                                                                                         
                      Arabic, Hindi, English, Malayalam Speaking, English & Arabic Type writing ….

License  :-
·   UAE-Light vehicles driving license (From Dubai),

·   Two & four wheels license (India).

Declaration

               I hereby declare that the information furnished above is true to the best of my knowledge and belief. Thank you for your time and consideration. I am certain that I would become a valuable addition to your staff.                                                                                                           




[image: image2.png]



