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OBJECTIVES
· 20 years UAE experience, Confident, creative and qualified professional with distinguished performance in the Oil & Gas field service industry. Broad-based background encompasses exceptional work ethic and commitment to organizational objectives within a highly competitive and rapidly changing market place. 

Core Strengths:

	· Strategic Planning Skills

· Relationship Building

· Strategic Partnerships & Alliances

· Team Leadership
	· Excellent Presentation Skills

· Staff Training and Development

· Management and Development

· Public Relations Work




PROFESSIONAL EXPERIENCE

I.W.I LIMITED ABU DHABI - JUL 2010 – PRESENT
Public Relations Officer (PRO) / Authority Coordinator 

KEY RESPONSIBILITIES: 
· To 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.
· To proactively manage the timely renewal of all Employment Visas and Labor Permits.
· Assist employees in renewing visas for their immediate dependants.
· To assist all GM sponsored staff and their dependents in the medical check process.
· Send employees a notification on documentation required prior to their visa/labor card expiring.
· 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.
· Maintain and update the Free zone site on a regular basis by checking for expiry on CEC /gate pass/export licenses /portal accounts and ensure to manage the minimum required fund on the portal.
· To renew all company related licenses prior to their expiry date.
· Send out notifications on documentation required to renew trade licenses and complete surveys, etc. required by the government bodies at the time of license renewals.
· Submit detailed reports related to visa expenses to the finance department.
· To submit required documentation to the banks and process bank transactions as advised by the Regional Finance Manager.
AL MELEHY OIL FIELD SERVICES



   AUG 2001 – JUL 2010
POSITION HELD- Public Relations Officer (PRO)

Kellogg Brown & Root (KBR- Dubai) – 3 Years

(For Dubai Petroleum Projects)
Public Relations Officer (PRO)

Foster Wheeler Energy Limited (Jebel Ali, Dubai) - 4 Years
For Emirates National Oil Company (ENOC) Projects
Public Relations Officer (PRO)

KEY RESPONSIBILITIES: 
· Responsibilities include receiving and preparing documents of employees for our clients like ADMA-OPCO, ADGAS, GASCO, ZADCO, ADCO, KBR, FOSTER WHEELER etc.
· Processing the VISA documents like Employment VISA, Mission VISA, Visit VISA and Transits VISA. 
· Typing of offshore security pass forms and preparing and processing the documents for the Security pass & Photographic permit pass. 
· Preparing the travel card/Possum card Documents and obtaining the Offshore Security Clearance for obtaining the employees possum cards. 
· Submission of documents to immigration and getting the work done in quick manner. 
· Typing Arabic Letters like No Objection Certificates (NOC), Letter for the Traffic Department, Letter to open bank account and any other required Arabic letter required by the Government of UAE.  
· Responsibilities include providing administrative and secretarial support. Organize  and maintain filing system records as well as Windows files whilst preparing various reports, forms and charts using standard word processing, spread sheet, and data base programs. Reporting directly to Administrative Manager and General Manager. 
· Assisting the administration department with the documentation of contracted employees like the oil field security passes, Possum cards, security clearance, employment agreement and work contract of the employees. Correspondence with the client companies like ADMA-OPCO, ADGAS, GASCO, ZADCO, ADCO, FOSTER WHEELER etc., regarding the contracted employees, establishing good relationship with them and assisting our employees to report on duty in time. Assisting in the preparation of quotation and tenders for the client companies.

SAA ESTABLISHMENT-SEPT 1988 – AUG 2001
PUBLIC RELATIONS OFFICER (PRO)
KEY RESPONSIBILITIES: 
· Handling all Labour, Immigration, Security Department, Municipality and Chamber of Commerce Work. 
· Typing of English & Arabic letters and government forms for the VISA and Security Pass purposes. 
· Works in close liaison with customers / end-users to investigate and model business functional requirements to identify required business improvements for a particular business area. Plans, designs and implements appropriate solutions to meet business requirements. 
· Maintaining file system for all employees of the company. 
· Worked thorough ABC Agency in Gulf Exhibition as Security Supervisor. 
· Submission of documents to immigration and getting the work done in quick manner. 
· Typing Arabic Letters like No Objection Certificates (NOC), Letter for the Traffic Department, Letter to open bank account and any other required Arabic letter required by the Government of UAE.  
   
KAMAIER TEXTILES FACTORY-MAY 1986 – MAY 1988
Stores Supervisor 
KEY RESPONSIBILITIES: 
· Supervision of all employees in the stores. 
· Supervise of the correct time in opening and closing of the departmental stores. 
· Helping the cashiers in case of emergency

· Answering calls, and inspection of the items loaded and unloaded.

· Keeping track of the stocks.

SUDANESE COMPANY FOR BUILDING AND CONSTRUCTIONS.             AUG 1983 – MAR 1986
Security Supervisor
SPECIAL SKILLS
· Able to work independently, and as a team player. 

· Strong problem solving skills.  

· Excellent interpersonal and communication skills.
· Fast learner of new concepts and technologies. 
COMPUTER EXPERIENCE
Operating Systems: Windows 98, Windows XP 

Other Software: MS Office

Academic Qualification
· Secondary High School

Certified Courses 
· Certificate in Macintosh Computer Operating System 

PERSONAL DETAILS

Nationality

: Sudanese

Marital Status
: Married / 1 Child
Language        
: English, Arabic (Speaking and Writing)
Current Address 
: Abu Dhabi- UAE.
Driving License
: Valid  UAE Driving License.
Visa Status 

: Employment Visa.
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