Abu
                                      

Abu.359401@2freemail.com
Objectives

I am seeking a position which allows me to effectively employ my skills and experience, while at the same time providing opportunities for learning and subsequent growth.
Education
· Ajman University of science and technology  – Ajman, 
a BSC  in Management 2010-2014
· Al Ouroba High School – Sharjah, U.A.E.
Secondary Certificate 2003.
Courses covered:
· Project Management
· Production and operation management

· Organization design

· Strategic management

· International business

· DS/QM for windows 

· Human resource management

· Procurement management 

· Accounting
· Fundamental of finance 

· Total quality management
Training 

Ajman real estate regulatory agency Assistant to Human Resource manager 

Major achievement:

· Done new and adjustment to Job description 

· Participate in Employment Fair in Ajman for two Days 

· Questionnaire to measure satisfaction (related to the Ajman Government)

· Arrange and organized few meeting 

· CV filling and preparing for interview
Experience
Public relation officer
Aztec Real Estate Ajman       July 2016- Dec 2016

· Responsible for tenancy contract attestation both online and manual.
· Open and follow up with legal cases with Ajman Municipality (rental dispute).
· Visa processing in labor (Tasheel) and Immigration.
· Follow up with National ID and Medical Test renewal.
Public relation officer 
Mawared Energy Dubai                  Jan 2015 – Jan 2016
· Responsible for cheques collection from customer.

· Handing over invoices.

· Cashing and depositing cheques in various banks.
Real Estate leasing 
Al Majarah Real Estate Sharjah 
Jan. 2010 – Till 2011
· Managed the registration and renewal processes for trade license and tenancy contracts in Dubai and Sharjah. 
· Responsible for all activities related to lawsuit files such as: opening and closing lawsuit files and following up with pending ones.
· Strong background of SEWA and DEWA procedures related to residential and commercial establishments.  
· Direct dealings with tenants and lessees regarding collecting and handing over of cheques and tenancy contracts.
· Meeting client clients in order to accommodate their rental needs.

· Taking or meet prospective client to inspect properties. 
Maintenance Officer / Public relation officer
Al Majarah Real Estate
Oct. 2005 – Jan. 2010
· Developed strong relationships with Labor and Immigration departments, Department of Economic Development, municipalities, and Health sectors in Dubai and Sharjah.
· Responsible for all government related activities for Al Majarah Real Estate.
· Used to have under my supervision nos. 15 of workers for electricity, plumbing, and A/C maintenance.
· Distributing tasks and duties on each worker to assure delivering all works with high efficiency and on time.
· Collecting payable cheques from any lessee or leaseholder and delivering them to the office's accounts department.
· Receiving and delivering tenancy contracts for any issues related to renewal or cancellation. 
Skills

· Excellent command in Arabic & English (writing / speaking).

· Excellent communication and organization skills.

· Keen on facing new challenges to achieve my abilities.

· Always available for assistance and support.

· Very familiar with internet and sending / receiving e-mails. 

· Very familiar with computer using Windows (Word, Excel).

Bio Data
	DATE OF BIRTH
	:
	May 24th 1985

	PLACE OF BIRTH
	:
	Sharjah – U.A.E.

	NATIONALITY
	:
	Jordanian

	GENDER
	:
	Male

	RELIGION 
	:
	Islam

	MARITAL STATUS 
	:
	Single


.

Languages

· ARABIC   : Mother tongue

· ENGLISH : Fluent

Others

· Holder of a transferable visa.

· Holder of an effective UAE driving license
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