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CURRICULAM VITAE
Abdul 
Email : Abdul.352792@2freemail.com 

CAREER OBJECTIVE
Seeking challenging and responsible position in an enterprising organization where opportunities exist for knowledge enhancement and professional growth.

WORK EXPERIENCE IN UAE
April 2012 – May 2016 at NORTH AMERICAN SERVICES CENTER (Canadian Immigration Consultancy) Deira, Dubai
Designation: Public Relation Officer
Major responsibilities/ duties include:

· Coordinating and Administering day-to-day functions of all matters pertaining to visa relations, to ensure compliance with UAE Labor Law and free zone authority.
· Typing and follow up for the new and renewal employment visa, work permit, CEC, PIC and Emirates ID , other all kinds of visas in immigration / ministry of labor.

· Arrange medical tests, passports, memos, promotional draws and fine resolution.

· Arrange medical insurance for staff and organize periodic renewal of insurance.

· Take, submit & collect all necessary documentation in order to organize all Employee official paperwork.

· Responding to staff queries on Visa/ Labour/ Passport related matters.

· Organize periodic renewal of trade license, Renewal of vehicle license etc.

· Represent the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant Departments & in accordance with services such as mobile & landline phone services (connections/disconnections/repairs), mail, and electricity.
· Planning & organizing new employee orientation within the shortest time span.

· Sorting, distributing mails and documents to respective division/staff.

· Maintain hard copy and electronic filing system.

· Receive, register and file all incoming letters and documents.

· Other projects/worked as assigned.

· Reporting daily to General Manager and Chief Executive Officer.
WORK EXPERIENCE IN INDIA.

February 2011 – January 2012 at ONE ZERO COMPUTER CENTRE

Designation: System Technician
Major responsibilities/ duties include:
· Operates computer systems; initiates and completes scheduled production jobs; performs and maintains system, 

· security, and application backups; installs and maintains local and remote peripheral  equipment; checks and 

· routes output, sets up and aligns printers; separates reports and other output, initializes tapes, prepares reports 

· and operating problems; performs  and schedules routine and preventive maintenance on computer equipment 

· required computer and backup tape logs.  

EDUCATIONAL BACKGROUND
· 2008 –2009 Diploma in PC Hardware & Networking - ONE ZERO COMPUTER CENTER – Nileshwar, Kasaragod, Kerala.

· June 2006 –March 2008 - Plus-two Examination (Board of Public Examination, Kerala) from G. H. S. School, Thrikaripure, Kasargod. Kerala.
· March 2006 -S. S. L. C (Board of Public Examination, Kerala) from G. H. S. School, Thrikaripure, Kasargod. Kerala.
COMPUTER SKILLS
PC Hardware & Networking , Knowledge in use of Ms Word, Ms Excel, Internet, Email, Paper Port(Scanning).
ABILITIES/SKILLS
· Strong commitment to team work.

· Hardworking, self-motivated and result oriented.

· Enjoys interaction with people, relishes new challenges and work well under pressure.

· Ability to learn quickly and work independently with minimum supervision.
· Willing to be trained and flexible about working overtime.

PERSONAL DETAILS
· Date of Birth

 :  11/04/1990
· Nationality

 :  Indian
· Religion


 :  Muslim
· Marital Status

 :  Single
· Driving License

 :  Valid U.A.E Light Vehicle
· Visa Status

:   Tourist Visa (90 Days)
· Languages Known
 : English, Hindi and Malayalam. 

