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Objective
To pursue a demanding Public Relations Officer Role within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm.
Key Competencies and Skills 
· Excellent written and oral and communication skills including typing in both English and Arabic.
· More than 10 years of experience in PRO/ HR role with reputed companies in UAE
· Solid background on UAE Labor law most importantly on Immigration rules and regulation
· Effective interpersonal skills to successfully work with local government agencies.
· Experience and knowledge on all Government official smart apps & portal system usage (EDNRD, FWARI and MOL)                    
· Proficient in a wide range of processing of visa, trade license
· Holding valid UAE driving license since 2005.
· Creative designer of work flow systems, to eliminate duplication of effort and increase proficiency and productivity of employees.

· Hardworking with positive attitude and eager to learn more.
Professional Experience

Technical Access Services LLC






SHFZ/ Dubai/ Abu Dhabi - UAE

Public Relations Officer








June 2014 – Feb 2017
Current employee strength: 1000 
The Company comprises of 09 different nationalities & this position required a proper understanding of the business, its people and the ability to cultivate an environment of trust and collaboration along with effective performance handling. 
Reporting to: 

· Senior HR Manager – Recruitment, Employee Relations & Operations Director (OD)

Responsibilities

· Liaising with Ministries and government offices for completing the tasks on time.
· 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.
· 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.
· Provide consultation to management on employee relation issues, and manage all disciplinary issues within the company, handle legal expat procedures, WPS pay rolling, statutory compliance etc
· Negotiating with senior management and others with various types of employee reports including attrition, absence, compensation, annual leave, overtime costs and headcount

· Negotiating time & attendance records for payroll
· Dealing with redundancies, gross misconduct, and maternity leave issues.

Additional Tasks: 

a. Recruitment duties including liaising with recruitment agencies/ local newspaper establishments in placing job adverts were mandate; 

b. Conducting Job Description Interviews and preparing Job Descriptions in liaison with Line Managers & Operations Director 
Key Achievements: 
· Developed a Centralized Requirement Template and a Competency Framework sheet where in all departments (HOD’s) had to provide their requirement in a uniform manner and at uniform period of a financial year. This system facilitating Business Unit heads in keeping track of Bridging Competencies for their newly hired team members and enhancing internal growth
· Added Value to Applicant CV/ Resume screening process by preparing a standard Evaluation Report and grading the Resume based on the compatibility with Job Description
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Responsibilities

· To proactively manage the timely renewal of all Employment Visas and Labor Permits.
· Assist employees in applying new and renewing visas for their immediate dependents.
· To assist all 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
· To maintain database of all passports and residence visas by scanning all documents and directly updating the database when details change.
· Maintaining and arranging company accommodation for employees.
· Doing complete support to the HR Lead in all recruitment, training, payroll, compensation, rewards, performance
related matters

· Dealing and advising on disciplinary and grievance procedures.
Key Achievements: 
· Developed a Procedure Manual on the implementation of the Competency Matrix; and as part of innovation- added value to the process by including relevant request forms, checklists to authenticate and validate the whole process.
· Designed work system that reduced absence hours by 50% over a 6-month period
Educational Summary/ Certifications
· Bachelor in Computer Science - Punjab University, Islamabad, Pakistan. 
· Office Suites: MS Office & Computer Applications.
· Web & Graphics (Html, Dhtml, java Script, Flash, Dream Weaver, Coral Draw, Adobe Photo Shop, Swish, FrontPage) 
Personal Details
Date of Birth: 03/03/1983
Nationality: Pakistan
Languages known: English, Arabic & Urdu
	
	


Declaration:

I hereby declare that the above written particulars are true to the best of my knowledge and belief.

References - Will be furnished on demand
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