NALAKATHE
E mail: nalakathe.358815@2freemail.com 
Objective
Looking at my qualification and experience, I request you to provide me with a chance to prove my worth and mettle. I assure you that due to my professional experience, grit and determination to do more than well, I can become tremendous, most prodigious and mercurial prospect for your organization.
Experience 
From May 2007 Up to Present

As a Visa Administrator in Belhasa Six Construct Co L.L.C Dubai 
(14,000 employees)
· Manage the Government portal used for visa applications.
· Review and process immigration visas for company employees and their dependents.
· Collect all appropriate documentation necessary for visa and permits required to be processed.
· Ensure all visas, medical and labour permits are up to date and arrange timely renewal.
· Responding to staff queries on Visa/ Labour/ Passport related matters.

·  Assist in all general inquiries concerning labour and immigration matters.
· Assisting employees and managers with day to day PRO queries.
· Build excellent relationships with company staff in order to communicate and update them with the status of the requested documents. Report the workflow and feedback to the Manager of Visas and Immigration Unit. 
From January 2006 – May 2007
As a P.R.O in Ginco group of companies Dubai 

(7000 employees)

· Undertake all the activities for official submission / collection of application approval.
· Timely processing of various legal documents.
· Prepare different type of visas requisite through on line EDNRD sight (visit, Transit, Tourist, Service, etc…)
· Prepare different type of visas requisite (Residents, Employment etc….)
· Prepare different application form under the labour office (work permit, labour card, labour contract, establishment card, etc……).

· All process associated with U.A.E Labour , Emigration , and  Municipality . 

Sept. 2003 – Dec.  2005
As a Arabic and English typist: Al Hanoof Typing Office Delma island
(Abu Dhabi, U.A. E)
· Prepare   different type of visas requisite (visit, Transit, Residents, etc…).
· Prepare different application form under the labour office through internet (work permit, labour card, labour contract, establishment card, etc……).

· Drafting letters and requisite documents in English and Arabic.
· All process associated with U.A.E Labour and Emigration. 
Education
· Secondary School Certificate.
· Pre Degree.
· BA.
Courses & Training 
· Holder of Certificate in Arabic Special Optional Course under University of Calicut, Kerala, India.

· Holder of Certificate from Deputy Director Statistics Department Govt. of INDIA as Enumerator.

Computer skills
· Proficiency in all Microsoft Windows Operating Systems and Microsoft Office .

· Internet Communications.

· Typing speed 45 wpm. In Arabic and English.
Driving License

· UAE driving License for light vehicle
Additional Skills
· Strong analytical skills and relationship management skills.

· Able to handle multiple tasks.

· Exceptionally high sense of accountability.

Linguistic Proficiency
· Excellent speaking and writing skills in Arabic, English, Hindi and Malayalam. 
Personal details 
Nationality

:
India

Sex 


: 
Male

Religion

: 
Muslim

Date of Birth 

: 
16 – 04- 1976  

Civil status 

: 
Married  
Visa Status

:
Transferable
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