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 KALANDAR.360369@2freemail.com 
KALANDAR 
	
	
	A highly stimulated and professional individual with over Five years of experience including U.A.E in Public relations environment. Hands on experience in Administrative and Labor documents work.

	Work Experience
	
	public relations officer, kuthbert technical equipment llc, dubai, u.a.e.
June 2011 – Still
• Provide documents to Typing centre
• Record Management – update visa administration information 
• Submit documents for Visa administration and Work permits
• Submit documents for Commercial and Trade Licenses business requirements
• 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.
• Provide continuous update in regards to the developing the visa process and facilitating with the governmental departments
• Providing Visa Case Study on every visa type individually 
• Providing PRO Daily Report to the HR executive to update the recruitment report.
• Submit documents to the Post Office Or Labour office – Visa submission
• Record keeping & Monitoring of all application IN Numbers for the visa 
• Follow up obtaining the Labour Office Approval
• Paying Labour Office Fees./ Change Of status Fees / Transfer Visa Fees / Relative Labour Card Fees/ Paying Bank Guarantees
• Advising Medical Tests to the HRA executive to schedule
• Typing and processing Labour Card & Labour Contract applications

	Communication
	
	Tamil & English(Read,Write,Speak)
Hindi & Arabic(Speak)

	Education
	· 
	· Bachelor of Information Technology(B.Tech)
          Anna University, Trichy, Tamilnadu
          2008 - 2011
· Diploma in Information Technology
          Directorate of Technical Education, Chennai. 

          2005 – 2008  
· S.S.L.C-State Board Of Tamilnadu

L.F.R.C High School, Karaikudi.

2004 – 2005  

	Skills
	
	• PC-literate. 
• Excellent customer service skills. 
• Excellent interpersonal and communication skills. 
• Professionalism and confident. 
• Target driven and self-motivated. 
• Strong persuasive skills. 
• Able to work in a highly dynamic environment and able to multi-task. 
• Commitment & dedication towards work 
• Ability to learn quickly & adopt new technologies 
• Patience, self confidence & loyalty 
• Good management skills.

	Personal information 
	
	Date of Birth

: 
29-12-1988
Gender

: 
Male

Marital status

: 
Married

Nationality

: 
Indian
License Detail

: 
UAE Light Vehicle license Holder



	Visa details
	
	Visa Type                         :               Employment visa/No Ban


	DECLARATION

	
	I hereby declare that the above furnished information is true and correct to the best of my knowledge and belief.
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