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Fulfill Your Dream





	Objective


To enter in esteemed environment where my creative initiative, ideas 
and a Genuine enthusiasm would allow me to progress.

	Profile


	· 10 Years UAE Experience as Regional Manager (Immigration Services), PRO, Tourism Manager, Accountant, HR Manager (Specialized in Manpower Supply)
· Experience to supervise, plan and organise firm Internal & external environment.
· Establish relationships and put people at ease.
· Competent in Microsoft Office and Windows.

· Highly motivated, a committed team player with excellent communication skills 

	  Personal traits:


Optimistic Nature, Self Confidence, Excellent Communication Skill, Care, Administration Skills, Excellent leadership & time Management Skills.

	Academic 


2006-2008:                  B.A (Bachelor of Arts)
                                  University of Peshawar, Pakistan
2004-2005:                  HSC (Higher Secondary School Certificate)
                                     BISE Mardan, Pakistan
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2002-2003:                  SSC (Secondary School Certificate) 
                                  BISE Mardan, Pakistan      
 
IT Skills 

2010-2010:                  Tally Accounting

                                     Informatics Cultural & Computer Centre 
                                    Sharjah Educational Zone

                                    Sharjah, United Arab Emirates
	2009-2010:                  Graphics Designing 
                                     Informatics Cultural & Computer Centre

                                    Sharjah Educational Zone

                                    Sharjah, United Arab Emirates

	


2004-2005:                  Diploma in IT 

                                     NWFP Trade testing Board

                                    Peshawar, Pakistan
Career History
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· FYD Immigration Services (Nov 2015 till Jan 2017)
       Dubai – United Arab Emirates
                   www.fydim.ca
                   Position: Regional Manager
       Canadian Immigration 

Job Responsibilities
	· Analyse cases or applications and make recommendations or decisions based on the analysis.
· Conduct interview and make recommendations or decisions based on the interview.
· Understand client enquiries and provide technical or expert advice about specific cases to the general public.

· Check assessment sheets of clients (Business, Skilled Worker and students.

· Final check all documents and information provided by the client as accurate and correct, preparing and checking all legal documents. (Experience, IELTS Reports, Qualification and all other related documents and ensure that they are received within the time limit set by the government.
· Get updated information about new rules.
·  Oversee all aspects of the Visa and Immigration Service, ensuring that the process runs smoothly.
· Train some HR staff to enhance their understanding of immigration rules to help them to fulfil their roles to a high level.
· Check daily reports of sales and marketing staff.
· Give final approval of all advertisements ( Social Media, SMS , Newspaper etc)
· Processed Employee’s Visas from MOL and Immigration and deal with other Government Departments.


· Dragon Century Tourism LLC. (Nov 2011 till Nov 2015) 

                     Dubai – United Arab Emirates

                   www.dctcgroup.com
                   Position: Administrative Manager for Group of Companies
· Dragon Century Tourism LLC
· Dragon Century Travels LLC

· Dragon Century General Trading FZE
· Trans International Manpower Supplies.
	Job Responsibilities
· Manage all staff and trained them and support if needed by any staff member and Encourage new members 

· Work with DTCM, to develop strategies, programs, and policies to promote tourism in UAE.
· Meet VIP Customers and welcome them at Airport.

· Final Check Hotel and rooms reserved for our Groups or VIP Clients and make sure that everything is as per requirements of our Clients.
· Manage budgets and maintain financial records.

· Supervise the sales of travel products and tour packages.

· Negotiate agreements; with business partners e.g. Airlines, hotels and other Services Provider like (Desert Safari, Dhow Cruise, Limousine, Hot Air Balloon, Helicopter Tours etc. 
· Organize monthly meeting, the annual general meeting and extraordinary meetings, if required taking of minutes and progressing actions.
· Setting up and attending exhibitions and holiday shows.

· Organizing Special and Seasonal Events and festivals.

· Update Tourism Establishment Information System (TRIPS)
· Clearance of Tourist Visas from Immigration Manually (if Required)
· Interview employee and select candidates from overseas as per demand of our customers through Manpower Company.

· Deal with all Government Dept. Like Police, Immigration, MOL, DED, Chamber of Commerce etc.

· Process Employee’s Visas from MOL and Immigration.




· Al Hudaybia Electrical Devices Trading Est. (Mar 2008 - Nov 2011) 

                   Sharjah – United Arab Emirates

                   www.hudaybia.ae
· Worked  in Accounts Department
· Worked in Trade services

· Document preparation department

· Import & Export department
Job Responsibilities
· Update daily Accounts

· Keeping records of accounts receivable and accounts payable

·    Preparing & recording asset, liability, revenue, & expenses entries by compiling & analyzing account information. 

· Maintains & balances subsidiary accounts by verifying, allocating, posting, reconciling transactions; resolving discrepancies. 

· Summarizing financial status by collecting information; preparing balance sheet, profit & loss, & other statements. 

· Securing financial information by completing database backups. 

· Preparing various reports for senior managers. 

· Fixing Asset accounting, reconciliations & depreciation journals. 

· Bank Reconciliations. Finalization of Accounts, Salaries, Preparation of Incentives, study towards the margin and Mark ups of the company, Generation of processes to smoothen the operations and accounts work load. 

· Assisting in the preparation of monthly balance sheet account reconciliations. 

· Review and verify invoices and check requests. 

· Set invoices up for payment. 

· Track expenses and process expense reports. 

· Prepare and process electronic transfers and payments. 

· Post transactions to journals, ledgers and other records. 

· Reconcile accounts payable transactions. 

· Monitor accounts to ensure payments are up to date. 

· Correspond with vendors and respond to inquiries. 

·     Document preparation for Import & Export (Clearing Shipments)

·  Checking complete description of packing list, invoice, bill of lading, Health         Certificate and making FIRS for clearing and re-exporting shipments etc.

·  Preparation of B/L instruction

·  Scanning  and prepare of Import & Export documents.
· Government High School A.C. Centre (2005 to 2007) 

                   Nowshera – Pakistan

· Computer Science Teacher

Job Responsibilities

·   Teaching Computer as a subject to Class 9th and 10th. 
·   Teaching MS Office and Windows to Junior Classes.
	


	 Personal Details:


Date of birth            1st April 1987
Visa status               Tourist (Long Term) till 23rd May 2017
Nationality               Pakistani

Marital status           Married
Religion
Islam

Driving License
LTV issued in 2012 (Dubai)

Languages known    English, Urdu, Pashto, and Arabic.
Reference                Available on request
Declaration:
I hereby solemnly declare that all the information’s provided in the resume are true to my knowledge and                 
Belief. 
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Relevant Skills:








Creative








Ideas-Driven








Well-Organised








Persuasive








Self Starter








Enthusiastic








Team worker











