                                  CURRICULUM VITAE                           
PERSONAL DATA:
Name                         : Basel 
Date & Place of Birth : March 11, 1970 - Kuwait 
Nationality                  : Jordanian 
Religion                      : Muslim 
Marital Status             : Marriage 
Address                      : U.A.E - Dubai
E-Mail                         : Basel.355830@2freemail.com
 
QUALIFICATIONS: 

· Higher Secondary School Examination 1989 – 1990

· Certificate course in Microsoft Utility Package Excel, Word win word PowerPoint Proficient in MS Office MS Excel and Power Point at the Arabic Academy 1996. 
· Sex month course in English at the British council – Kuwait 1996.  
EXPERIENCE: 
December 2015 to 1st Jan 2017
Public Relation Officer

Kele Contracting LLC Dubai

    
Job''''s missions: 
· Handling all company staff work employments visas at Ministry of labor and Immigration also JAFZA and all company Trade Licenses Documents at The Municipality and The Economic Department and The UAE Chamber also clearing shipment Documents from all UAE Customs and ports.
December 2011 to Nov 2015
Public Relation Officer    
Crystal Gallery LLC Dubai
Job''''s missions: 
· Handling all company staff work employments visas at Ministry of labor and Immigration also JAFZA and all company Trade Licenses Documents at The Municipality and The Economic Department and The UAE Chamber also clearing shipment Documents from all UAE Customs and ports.
August 2007 to Nov 2011 
Public Relation Officer    
Theodor Wille Intertrade FZE (TWI) 
U.A.E. JAFZA Dubai Branch  
Job''''s missions: 
· Handling all company staff work employments visas at Ministry of labor and Immigration also JAFZA and all company Trade Licenses Documents at The Municipality and The Economic Department and The UAE Chamber also clearing shipment Documents from all UAE Customs and ports.
June 2003 to Feb. 2006 
Public Relation Assisting Manager    
The Public Warehousing Company – PWC - Agility - Kuwait 
Job''''s missions:
· Handling all company staff work employments visas company Documents at the Ministry of labor and Immigration also Trade Licenses Municipality Economic Department at The Ministry of Chamber also forwarding company trucks delivery to the u.s.a military convoy to Iraqi basses. 
Dec.2000 to March 2003
Senior Financial Broker 
International Financial Brokerage Co. 
Ten fore Financial Brokerage Co. - Kuwait. 
Job''''s missions: 
· Running the accounts of beneficiaries from the customers at the company in the world stock market by the Internet.  Circulating with American shares and foreign bank notes.  Giving explanations about the world markets and international companies for the clients. 
Jan.1997 to Nov.2000 
911 COMMUNICATIONS EST. - KUWAIT
Sales Manager 
Job''''s missions: 
· Administration the company exhibition - mobile communications section.  Observing the importing companies to these mobiles.  Making agreements with them to import mobiles with the wholesale price and selling them to the merchants in the local market. 
Jan.1993 to Dec.1996 
Sales Executive 
Kuwait Mobile Link Est. - Kuwait 
Job''''s missions: 
· Marketing the goods and the electronic sets in the local market. 
 
SKILLS: 
* Excellent Communicator. 
* Team Work Sprit. 
* Problem Solving Technique. 
* Strong Relation Ship in U.A.E – Kuwait – Jordan.    
* Valid U.A.E – KUWAIT – JORDAN Driver Licenses.
* NOC Letter available for immediately Join.      

 
LANGUAGES: 
 
Arabic   - Mother Tongue. 
English - Excellent.
Main Responsibilities:

 - Responsible for ensuring the renewal of licenses, environmental and business permits (if applicable) and ensuring registration with applicable regulatory bodies.

 - Represent company in managing government stakeholders and act as a key focal point for all governmental and employee related issues for all operations of the company and its sub license holding companies and partner companies, as may be required.

- Manage manpower and labor court disputes by liaising with the relevant government department, obtaining supporting documentation and facilitating the process to successful outcome.

- Handle / provide support in legal matters that include representing the organization at personnel-related hearings and investigations (including police matters), while escalating to top management as appropriate.

- Liaise with internal and external legal providers to achieve successful agreements

- Working closely with the management team on key organizational projects with governmental parties and stakeholders involvement.

- Monitors the visa, labor card and passport expiration

- Files visa applications for employees

- Ensures employee files contain required employment paperwork, related to visas or licenses. Ensure this information is properly maintained and secured.

- Ensure all visas, medical and labor permits are up to date and arrange timely renewal

- Assist in all general inquiries concerning labor and immigration matters

- Maintaining a systematic record of transactions related to the processing of work permits and visas for staff and their family members

- Maintains a weekly cost overview and consolidation with detailed justification and supporting documentation to justify expenditures

- Supports the translation of any Arabic documentation

- Updating all the internal stakeholders on changes in laws, procedures and regulation impacting company operations with regard to visas, quotas, licenses etc.

- Uses government system to manage visa applications and renewals.

- Any other responsibility /task assigned by management that relates to the context of this role

- Ensures that the company or employees do not receive any avoidable fines from the government due to overstay or as a result of not managing renewals of visas, licenses etc. on time.

 

Qualifications
-10 years’ experience in a similar role in the UAE and representing company on external fronts

- Liaising with relevant ministries

- In depth knowledge of UAE labor laws as they relate to visas and employment contracts

- Good networking and PR skills

- Ability to read and write in English and Arabic

- Multitasking

- Ability to work in a multi-cultural environment

- Work under pressure

- Knowledge of defining procedures

- Keeping abreast of legal update and changes in law

- Computer literate MS Office and relevant Government/payment system

- Experience in the use the government system for visa applications and renewals

- Initiative: put processes in structures in place to ensure a planned and organized approach to PRO work
Able to work immediately
