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OBJECTIVE:

Seeking a permanent job for Public Relations with over 4 years of experience as public Relations officer and Document controller. To have remarkable presence in the organization with innovative ideas, smart work, sincere, enjoy the challenge of new situation and expect to make a positive contribution to the organization by taking the job with a great responsibility. 
SUMMARY OF EXPERIENCE
Well experience with Ministry of General Directorate of Residency and Foreigners Affairs – Dubai and Ajman, Ministry of Labour.

Well knowledge in Online services of Ministries of U.A.E (MOL, e DNRD, E form, Municipality Health card and Fawri Ajman, Dubai Civil defense, Dubai Economic, Rta) 
Well knowledge about the submission and ensure the processing of all type of application and paper work to the local government bodies in Dubai and Ajman
Have an ability to speak fluently in English, Arabic Urdu and Hindi languages 

Experienced in visa and government related transactions, knowledge of UAE Labour Law
Control and follow up 400 employees work permit, resident visa, medical, National ID, Health card and Insurance Card
Well Typing knowledge in Arabic and English

KEY SKILLS

Strong verbal and personal communication skills
Ability to work under pressure  to meet deadlines
Problem analysis and Problem solving

Excellent time management and prioritization

High level of professionalism and personal presentation at all times

PROFESSIONAL EXPERIENCE 
· Name of Employer

:   HASSAN AL AMIR GROUP OF COMPANIES
             Working period

:   From August 2014 to September 2016
             Position 


:   Public Relation Officer (Dubai and Ajman)
             Company Level

:   300 to 400

As A Public Relation Officer
· Controlling and handling all works for different departments of Dubai and Ajman. [Ministry of interior, Ministry of Labour, Economic Department ,RTA, Municipality ,Tasheel, Civil Defense ,RERA etc..]for 9 companies

· Arrange (New trade license, renewal license, quota, work permit Relative work permit, Mission visa, visit visa, Temporary work permit, Company Labour card etc.) for expatriates and their family. 
· Online procedure of Indian E migrate system
· Attaining quota Approval from Ministry Of Labour with relevant documents.
· Attending the Legal Depart of Ministry Of  Labour for solving the issues of labours  
· Schedule staff’s Visa, Medical, and E-id, coordinating with other internal and external departments.

· Collect all appropriate documentation necessary for visa and permits required to be processed.

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

· Ensure all visas, medical and labour permits are up to date and arrange timely renewal.

· Assist in all general inquiries concerning labour and immigration matters. Will provide admin support as needed.

· Organize periodic renewal of Licenses.
· Represent the Company at locations such as the Dubai labour court, Ministries, Police Station, Dubai Port and Customs, Airport, Embassies.
· Advise Management of best alternative work permit activities for staff in the processing of Visas.

· Provide continuous advice in regards to the new rules in the governmental departments
· Handling insurance and workmen compensation of company employees

· Accompany the cancelled employee release the passport at airport and the collect the documents with exit stamp.

· Arrange papers for Delivering Order and Pay Dubai Port Customs
PROFESSIONAL EXPERIENCE 

· Name of Employer

:   Ansaar Documents Clearing. 
              Working period

:   Aug 2012 to Aug 2014
              Position 


:   Typist General / Assistant PRO
DUTIES & RESPONSIBILITIES

· E-Services and ednrd services of Immigration.

· Labor Services of UAE

· Emirates ID Services of UAE

· Medical Dubai

· Typing agreement for Ministry of Labour for creating Computer Card and E-Sign Card.

· Typing and Documents Clearing for New Trade license (Name Approval, Initial Approval, Payment Voucher, Ejari – RERA and Etc….)

· Translation letter from Arabic to English.

· Creating and clearing the documents for Jebal Ali, Hamriyya and Khalidiyya Ports.

· Typing letters for Vehicle Selling, Buying, Registering and Passing also typing for Insurance.

· Company License Renewal & Document Attaching

EDUCATIONAL QUALIFICATION

· Diploma in Computer Application 

· Higher  secondary Education

· Secondary School Leaving Certificate

· Functional Arabic
DECLARATION
           I do hereby declare that all the particulars given above are true and correct to theobest of my knowledge and belief. I hope my skills are sufficient for your requirement. I humbly request your good self to permit a chance to work in your esteemed Organization.                                      



YUMSHEED 


Yumsheed.357467@2freemail.com





 Personal Data


Date of Birth: 10/03/1986


Gender	           : Male


Nationality   : Indian


Religion         : Islam


Marital status: Married


Visa Status:  Visit Visa


Driving License Details:


Light Vehicle 


Dubai





Technical Skills: Windows, MS Office & outlook and Internet 


Languages known:  Arabic, English, Hindi, Urdu & Malayalam Languages.














