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NIZAR 
Experience: 
11 years
in Public Relations, Admin & HR Department
Visa Details:
Visit Visa valid till            31st May - 2017

	 Career Objective 
          Intend to build a career in a suitable environment with committed & dedicated people, which will help me to invoke my existing and acquired skills in new concepts in order to reach the pinnacle of success.
Career Profile

· Having 11 years of working experience in the various activities of Public Relations, Admin and HR Department.
· Ability to support and sustain a positive work environment that fosters team performance with strong communication and relationship management skills.
Acadamic Profile
Course

University

Year

Master of Arts -Arabic 

Jamal Mohamed College, Trichirappalli, India
June 2003
April 2005
Bachelor of Arts - Arabic 
Jamal Mohamed College, Trichirappalli, India
June 2000
April 2003
Junior Grade in Arabic Typing

Jamal Mohamed College, Trichirappalli, India

June 2005 

Dec 2005

Diploma in Computer Application (DCA)

Zigma Tech, Cumbum, India

Mar 2000

June 2000

Professional Experience:
Organization: Arabia Holdings LLC – Dubai, UAE       

Duration        : 3.5 Years - March 2013 to July 2016
Designation  : Executive Public Relations & Admin
Accomplishments

· Liaising with labour & immigration departments on Visa and other legal requirements

· Very good working knowledge about UAE Labour Ministry websites “Tasheel”, Immigration sites “e-Vision”, “EDNRD”, “Fawri”, “e-Services” & Jafza sites (Free zone visa process).
· Submitting the reports on daily basis and inline contact with HR Manager, HR Officers.
· Establishment Services

· Processing of new Establishment Card and renewal
· Processing of new PRO Card and renewal


	Languages Known:
Arabic, English, Hindi, Malayalam & Tamil

Driving Licence Details:
Having UAE Driving Licence valid up to 05/12/2023

	· Visa process
· Preparing MOL Offer letter, Processing of Employment Visa, Medical, Labour contract typing, Visa Amendment, Residence Visa, Transit Visa and Visit Visa.

· Visa Renewal

· Medical, Labour Card renewal, Residence Visa renewal
· Visa Cancellation

· Labour card cancellation, Visa Cancellations like normal, labour case cancellation, Deported cancellation & Outside the country cancellations.
· Absconding process 
· Access and Identity Cards

· Processing Temporary Access Card (TAC)

· Processing Permenant Access Card (PAC)
· Public Relations
· Processing Emirates Id cards for all employees.
· Passport Renewal of company employess.
· Maintaining Petty cash for routine processes.
· Liaising with Police in case of lost passport or legal documents.
· Liasing with GPSSA for processing pension scheme of UAE Nationals.
· Attestation of certificates from Ministry of Foreign affairs.
· Advising management & HR department on the legal issues.
Organization: ETA STAR Engineering & Contracting (Saudi) Co., 

                         Ltd – Riyadh, KSA       

Duration       :  1.5 Year – April 2011 to July 2012
Designation :   Executive – HR
Accomplishments

· Providing keen support to corporate Management related to management of data and carryout assigned tasks.

· Maintain HR Master Data on SAP HR Personnel Administration module.

· Ensuring all Job Descriptions and organization structure are updated accordingly on SAP HR Organizational Management module.

                                                                                                                                                                                               

	Personal Information:

Date of Birth    :  30-12-1980
Sex                   :  Male

Nationality       :  Indian

Marital status   : Married


	· Coordinating with departments for the scheduled employees training activity.

· Supervise, Support & Train all HR Assistant & Executives (End users) for smooth work on SAP HCM.
· Processing / follow up of Residence Visa, Work Permit & Passport renewals with Liaison department.

· Creation / Calculation of Full & Final Settlements manually or through SAP HR Personnel actions.
· Assist to PRO for visa and iqama related matters.
· Arranging temporary ID for new employees.

· Applying Insurance cards for all employees.
· Submitting MIS report to the management monthly basis.
· Translation works (English to Arabic / Arabic to English).

· Arabic and English data entry works and Maintain ECF for all employees.
Organization: ETA ASCON & STAR Group of Companies –  

                         Dubai, UAE      
Duration       :  6 Years – Dec 2005 to March 2011
Designation :  Executive Public Relations & Admin 
Accomplishments
· Maintaining and updating files & records to provide feedback to the management.

· Good Working Knowledge with UAE Labour Ministry Sites UAE Smart Forms &UAE Immigration sites “e-form” and “EDNRD”.

· Good Knowledge in  UAE Labour Site “Tasheel”. 
· Translation in Arabic to English and vice versa.
· Maintaining staff personal records files and staffs leave details
· Handled liaison with government departments, completing all formalities related to visa, health card, immigration, economic department and municipality.
· Applying Employment visa, new labour card,   renewal labour card, Cancellation forms etc… in smart forms (Ministry of Labour) thru Online. 

· To maintain Filing system in both electronic and hard copy. 
· Preparing the various types of contracts.
· Interacting with other departments and branches of our company on day to day functioning.



	
	· Supporting to HR Manager for the recruitment, preparing call letter, offer letter & appointment letter and issuing the same.
· Responsible for receiving mails & deliveries.
· Maintain database and spread sheets.
· Scanning and indexing of hard copy document.
· Conduct panel meeting for employee’s promotion, probation             confirmation, salary revisions and grade revisions.
· Collect and complete all documents to apply for employment visa and labour.
· Assist in recruitment activities by sourcing and interviewing candidate to fill vacancies.
· Conduct induction program for new employees.
· Prepare appointment orders for potential candidates.
· Responsible for submission of documents connected with renewal of WP, RP and PP to liaison section for processing.
· Responsible for processing of salary certificate and service certificate of staff of entire group for the purpose of opening bank accounts, credit cards, auto loans, housing loans, etc.
Software skills:
· SAP HR Module

· ORBITS System

· Focal – Data Management Software

· MS office suits 
Soft skills:
· Excellent qualities such as teamwork, leadership, negotiation , and communication. 

· Good customer service and Time Management.
· Good analytical skills and reasoning capability.
· A team leader with good risk-taking and decision making skills.
· Professionally very aggressive and result-oriented.
Declaration:
It is therefore asserted that this document is an interpretation of my edificial and supplemental application and the information specified here is true to the finest of my comprehension.  



	
	                                                                                                                                       

	
	


