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Mervat 
Marvat.362135@2freemail.com

Key skills : PRO (Dept collection -Zones Corp- MOL – MOI- Municipality – EDNRD EFORM - CICPA pass on/off shor- Department of  the Transport– assistant HR – document controller–,..etc )
Personal profile:
Age & Date of Birth

: 23/08/1975
Gender



: Female
Nationality


: Egypt
Marital Status


: Married 
Languages Known

: Arabic & English
Hobbies


: Reading 
Status Visa                              : Husband’s visa

Sort, organize and analyze the problems for all staff

Solving problems according to the laws of the United Arab Emirates
Educational Qualifications (Academic):

(a) Literature geographically from Ain Shams University, Egypt.  

Computer Awareness:
(a) Ms Office package (Word, Excel etc) course from Global ICDL, Abu Dhabi.
(b) English language course at Sixth Level from Abu Dhabi.
(c) Typing  course Arabic and English from Abu Dhabi.
(d) Additional Qualification:      UAE Driving License (Automatic) valid up to year 2025
Work Experience (Total 7 Years):
(1) Worked as coordination PRO in Jenaan Investment Company (one’s of a group the    

           daar yaas  companies ) including two factory in Zones Corp area – one year .(2014-2016)
(2) Worked as in charge office - Goodwill Consultancy, ( Korean company ).(2010-2014)
(3) Worked as Secretary in HR Department in SAWAEED Employment LLC in Abu Dhabi, UAE 
              ( 2007-2009) 
  Experience in following areas:
     1.   Typist  and follow up all process via online mol / zones corp /Immigration Visa/ Labour/ 
           Emirates ID / CINA Application  / Courts / police station / daman offices / ID Emirates / 
           Traffic department / Passport related matters. 

     2.  Submit and follow up all process via online mol / zones corp /Immigration Visa/ Labour/ 
           Emirates / CINA / Courts/  police station / daman offices / Emirates ID/ traffic department /   

           Passport related matters.
     3. Ensure all visa, medical and labour permits are up to date and arrange timely renewal. 

     4.    Assist in all general inquiries and fin solution concerning labour and immigration matters. 
     5.   Provide continuous advice in regards to the new rules in the governmental departments.

     6.   Updating Employee information in excel sheet.
     7.   All Documentation Work and passport scanning and updating.
     8.  Update information with the governmental departments.
       9.  Paying Labour Office Fees./ Change Of status Fees / Transfer Visa Fees / 
             Relative Labour Card Fees/ Paying Bank Guarantees.
       10.   Issuing offer letter for new Employee. Leave salary. Joining, back form leave 

       11.  Opening Bank cards of employees after issuing visa in Labour of Ministry. 

       12.  Written Warning for Employees.

       13.  Arranging Tickets for Employees Vacation 

       14.  Passport Expire and visa Expiry renewal checking and arranging 
       15.   Typing and processing New & Renew Labour Card , Labour Contract ,Immigration 
              & Daman applications.
       16.   Represents the company in Immigration & Labor department for processing to get new 
  And renew entry permits, employment visa, labor card, labor contract, residence visas, etc

       17.  Renewal of Labour Cards / Issuance of Permits /Contracts, Employment & Residence.
        18.    Cancellation of Employment/residence visas of company’s resigned staff & their families.
        19.   Coordinating with PRO for visa and new Employee.

        20.   Arranging accommodation of All staff & sending mail for new staff.
        21.   Advice and assistance on all government matters relating to Immigration, Traffic Department.

        22.   Process and liaise with Traffic Department to register/renew vehicle registrations, vehicle 
                Insurance  processing. Traffic Fine payments through Traffic department website Process 
                And liaise with government departments with regards to Visa, sponsorships, bans, License etc.

       23.  Maintenance and managing of employee records database (Passport, Work Permit, 
             Visa Status, Emirates ID, Health Insurance,  Visa medical reports etc).
        24.  Implementation of HR Policies
Transferable Skills:
a)     Good organizer with meticulous attention to detail.

b)     Enthusiastic, hardworking with effective communication and interpersonal skills.

c)     Self motivated, possessing patience and have the ability to work under Stress/pressure.
d)     Adjustable nature with the working environment.

