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MOHAMED  
	Objective

Personal Information
	To be a part of a company that will allow me to play a part in its further growth and will greatly broaden my knowledge and skills

Marital status:   Married
Nationality:       Egyptian

Birth date:         September 22, 1973
Place of Birth:   Alexandria , Egypt

Religion:            Muslim

Interest :           Football, Handball, Traveling & Swimming

                          I also enjoy volunteer work

Visa:                  Transferable 
License              UAE Driving License 


	Education
	Industrial Technical Institute     ( 1994 )    
Alexandria, Egypt

	Languages
	Fluent in Arabic as a native speaker and with a good command of written and verbal English language.

	Highly personable PRO with over 12 years of experience in to provide OnStar the services related to government regulations and approvals and at the same time to contribute/assist in the office operations whenever required :

Establishment opening branches of companies of all disciplines

Labor office.

Immigration.
Municipality Dubai, Sharjah, RAK, Fujairah, Ajman & Abu-Dhabi

Dubai Health.
Department of Economic Development.
UAE Post Office.
Also responsible for personnel management in the companies.

Senior Public Relations Officer at Al Homaizi Group
                                                 (November 2007 till August 2016 )

Dubai, United Arab Emirates

· Arrange visa (work permit, husband sponsored visa, visit visa etc.) for expatriates and their family.


· Schedule staff’s visa, medical, coordinating with other internal and external departments.

· Collect all appropriate documentation necessary for visa and permits required to be processed.

· Organize visas for holiday and business related travel for managers as required.

· Responding to staff queries on Visa/ Labour/ Passport related matters.

· Ensure all visa, medical and labour permits are up to date and arrange timely renewal.

· Assist in all general inquiries concerning labour and immigration matters.

· provide admin support as needed. Play a significant role in long-term planning, including an initiative geared toward operational excellence
· planning, developing and implementing PR strategies;
· liaising with colleagues and key spokespeople;

· liaising with and answering enquiries from media, individuals and other organizations, often via telephone and email;

· researching, writing and distributing press releases to targeted media;

· collating and analyzing media coverage;

· writing and editing in-house magazines, case studies, speeches, articles and annual reports;

· preparing and supervising the production of publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmers;

· devising and coordinating photo opportunities;

· organizing events including press conferences, exhibitions, open days and press tours;

· maintaining and updating information on the organization’s website;

· managing and updating information and engaging with users on social media sites such as Twitter and Facebook;

· sourcing and managing speaking and sponsorship opportunities;

· commissioning market research;

· fostering community relations through events such as open days and through involvement in community initiatives;

· managing the PR aspect of a potential crisis situation
Public Relations Officer at Khazan Meat Factory

                                           (February 2007 to November 2007 )
 Dubai, United Arab Emirates  
• 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
Public Relations Officer at (Dubai Refreshments. Pepsi Cola  Company) LLC        
                                                 (January 2005  to January 2007 )

Dubai, United Arab Emirates

· Play a significant role in long-term planning, including an initiative geared toward operational excellence

· planning, developing and implementing PR strategies;
· liaising with colleagues and key spokespeople;

· liaising with and answering enquiries from media, individuals and other organizations, often via telephone and email;

· researching, writing and distributing press releases to targeted media;

· collating and analyzing media coverage;

· writing and editing in-house magazines, case studies, speeches, articles and annual reports;

· preparing and supervising the production of publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmers;

· devising and coordinating photo opportunities;

· organizing events including press conferences, exhibitions, open days and press tours;

· maintaining and updating information on the organization’s website;

· managing and updating information and engaging with users on social media sites such as Twitter and Facebook;

· sourcing and managing speaking and sponsorship opportunities;

· commissioning market research;

· fostering community relations through events such as open days and through involvement in community initiatives;

· managing the PR aspect of a potential crisis situation
Senior sales at Pepsi Company(LLC)     
                                                          (July 1994  to January 2005 )

Dubai, United Arab Emirates
· Discuss research, service levels, and subscription pricing options.

· Upgrade services to include other product offers.

· Assist with transitioning new clients from salesperson to account manager.

· Train clients on research service, methodology, reports, and       company website.

· Set up conference calls between clients and research staff.

· Acquire and effectively communicate responses to client questions.

· Work with Sales Manager and Marketing team to come up with new outbound marketing ideas. Provide input to team to help develop client programs.

· Provide feedback from clients to assess possible refinements to existing products and the need for new products.

· Maintain accurate customer database of industry contacts for mailings, reporting, and marketing programs.

· Consistently provide detailed updates on activities to Sales Manager.

· Contribute to team effort and work on special projects
· Specialized in Windows Application

· Installation of Software

· Trouble shooting computer problem

· Microsoft Office (Word, Excel, PowerPoint, Publisher & Outlook)

· Microsoft Office Tools

· Good dealing with Internet

· Available upon Request
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