
 ABDUL 
Email: abdul.365630@2freemail.com
PUBLIC RELATIONS OFFICER (PRO)

Offering 25+ years of track records of extraordinary performance in a very competitive environment

Objective: Seeking challenging assignments as Public Relations Officer (PRO) with an organization of international repute, demanding high standards of quality, while providing opportunity to combine personal development with organizational goal.
SUMMARY OF QUALIFICATION & COMPETENCIES
· Over 25 years of successful experience in Public Relations in a large and established organization in the United Arab Emirates.
· Handled all aspects of PRO functions in a large group of companies with more than 20 companies under its umbrella.

· Leading and supervising a team of 3 PRO’s. 

· Highly effective in reducing cycle time for obtaining Labour Cards & Visas.
· Brought down significant cost reduction in labour by improving processes. 
· Excellent network and co ntacts in the Ministry of Labour and Immigration department as well as other government bodies in the UAE.
· Excellent communication skills both in Arabic and English

· Takes initiatives

· Ability to prioritize and plan effectively

· Excellent inter-personal skills

· Excellent implementer

· Methodical/organized
· Well experienced in collecting overdue and delinquent customers account
EDUCATION

Higher Secondary  
PROFESSIONAL EXPERIENCE
Emirates Link EL Nitco L . L . C






July 2014 to Present

ELNITCO was the first pioneer internationally reputed and locally based Company that was selected and contracted by Abu Dhabi Municipality on August 10, 2002 to execute in in the Eastern Region, 5 years O & M Contract for their Sewage Treatment Plants (STP’s), Pumping Stations & Sewers Network.
Job Title: Group PRO 

Responsibilities:

Supporting all different business and entities within UAE:

Dealing with Government offices 

Developed an extended network of government contacts in different government departments (Immigration, Labor, Commerce, Police) leading to smooth service delivery.

I am involved in the process of getting new trade licenses, renewing the existing ones and amending whenever required,. This requires for me to coordinate with the concerned Government authorities, documentation process, getting required approvals and liaising with the management

 Liaising with Legal, Police departments, Public Prosecution and Courts 

 I am also involved extensively in coordinating with my legal department and the Notary in dealing with the documentation process of cases that requires the translation of Arabic into English.

In court cases I represent my company in collecting the cheques from the court and the public prosecution. Also I am dealing with the police stations in UAE in cases where we have to lodge a police case on behalf of my company. Due the nature of my work, it involves myself to liaise with the lawyers and get regular updates for the group.

Responsible for obtaining approvals & also for renewal of documents from Ministry of Economy, Chamber of Commerce and to ensure conformance to UAE laws. Registration of new Companies with the Ministry of Economy.
Mazrui Holdings LLC







1998 to 2013
About the group/Holding Company:
Mazrui Holdings is a privately held diversified holding company that operates across numerous industries and asset classes which includes Oil & Gas, Construction & Building Materials HILTI CO IN DUBAI, Retail, Industrial and Healthcare.
Current:

ACTION INTERNATIONAL SERVICES LLC/AL CASEY DRILLING SERVICES & DEWATERING LLC/SPECIALIZED PILING TECHNIQUES  

Job Title: Group PRO/Credit Collector – 08 January 2004 to Present
About the company:

ACTION International Services is a customer oriented, ISO certified company providing engineered solutions in the field of Ground Water Control / Dewatering, Industrial Services, Specialized Equipment Rental, Piling and Ground Engineering Works. 

Job Description - PRO: 
· Coordinate and establish relationships with all government departments to obtain various approvals for the company, its employees and visas for authorized visitors.

· Responsible for obtaining labour department approval for all employees & their families. Process over 2000 applications annually. Conversant in using Online Labour approval system of the Ministry of Labour.

· Responsible for obtaining immigration department approval for all employees, new hires, company authorised visitors & guests to ensure compliance to UAE laws.

· Responsible for renewal of labour cards, Visas & other documents like employment contract for all employees to ensure all labour department & statutory requirements are fulfilled.

· Prepare and submit all documentation required for obtaining various categories of visas and other immigration related documents.

· Responsible for obtaining approvals & also for renewal of documents from Ministry of Economy, Chamber of Commerce and to ensure conformance to UAE laws. Registration of new Companies with the Ministry of Economy.

· Responsibility involves sorting out issues of certificates, over stay, emergency requirements, cancellations.

· Manage labour inspections and civil defence requirements and compliances.

· Advice the management on issues related to Government Bodies and PRO services.
· Responsible in monitoring and updating of Company business units license, permits, payments, etc., by ensuring their compliance with the systems, structures and standards set by the company and various government agencies

· Represents the company in Immigration & Labour Department for processing and obtaining related documents as per rules and regulations; labour approval, entry permit, employment visa, labour card, labour contract, residence visa, etc.

· Responsible for maintaining a good working relationship with local and national government offices

· Ensuring that Company management is kept fully informed on all government regulations and instructions affecting the company and its businesses, objectives and employees' interests

· Monitor and update to all ministerial orders and instructions, and relevant legislation, reporting and interpreting to Management and concerned Departments

· Maintaining all Company official stamps and official government letter register to keep track of all official letters sent to Government

· Prepares monthly achievement report pertaining to PRO Department

· Attending to employees’ queries pertaining to visa and other related process

· Arrange the degree verification process as and when required

Job Description – Credit Collector: 
In addition to my job as PRO, the management has given me additional task on helping the company in its collection efforts from delinquent and very difficult customers. Some of the responsibilities that was assigned to me are as follows: 
· Collecting and negotiating payments from overdue and delinquent customers in the construction industry.
· Help in collecting overdue payments from difficult customers.
· Identify problem accounts and provide regular updates of receivables to management

· Negotiate payment programs with delinquent and difficult customers

· Identify accounts requiring collection agency or legal action and coordinate advice to the credit and collection manager and the management.
· Monitor violations of credit policies, provide analysis, conclusion and recommendations, present findings to senior management and suggest actions/penalties to be taken when appropriate
· The role also requires an ability to communicate effectively with Arabic clients in such a way as to best achieve payment of invoices. 

· Help the credit and collection manager in producing a monthly report on all delinquent debtors with commentary on the progress made in respect of collection. 
· Preparing monthly collection forecasts and production of collection statistics, and actions to be taken on uncollected overdue and delinquent customers.
Past Work Experience 

Al Razi Group, Abu Dhabi - Designation: PRO – 1996-1998
Al Mazroui Medical & Chemical Supplies, Abu Dhabi - Designation: PRO – 1989-1996
REFERENCES

References can be provided upon request.[image: image1.png]
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