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JAVEED 

Email: javeed.369423@2freemail.com 
Arabic, English & Hindi speaking

Career Objective:

                   To seek a challenging position in a progressive reputed organization in order to utilize my skill expertise and extensive knowledge to the optimum level while facilitating career advancement and personal development. 
Educational Qualification:

· 2000 - 2002: Graduated in Arabic from Islamic University (India)

· 1999 - 2001: Completed pre-university from Islamic University (India)

· 1991 - 1999  : Completed S.S.L.C from Islamic University (India)

Professional Experience: 

1.  Organization
: BABY SHOP L.L.C., Dubai (A division of Landmark Group)
    Duration 

: June ’08 to April 10       

    Designation
: PRO Asst 

2. Organization
: Bahman Enterprises Group 
    Duration 

: June 2010 till date
    Designation
: Public Relations Officer – Senior 
    Job Responsibilities:
· Managing the entire gamut of legal procedures including visas, labour approvals, permits and all other legal aspects of the Organization.
· Application / Renewal of Trade Licenses, SALE or SPECIAL OFFERS approvals from Economic/ Police/ Municipality departments for entire UAE.

· Process visa approvals from different embassies as per requirement of the Organization.

· Provide time to time updated information related to labour and immigration law to the Line Manager.

· Generate reports from online system in order to manage and maintain employee records in the file. 

· Advise line manager regarding nationality mix ration to maintain company’s grading classification structure.

· Keeping abreast with all local UAE laws so as to provide guidance and assistance to Line Manager for all related issues.

· Managing the online labour and immigration system for issuance / renewal of visa and all other matters related to employees.
· Process labour work permit, approvals, visa, residence, residence renewal approvals, update applications as per Labour / Immigration requirement to complete the process. 
· Handling EMARATIES labor cards Procedures, General pension department & maintaining required documents.

· Liaising with Land Dept / RERA regarding tenancy agreements for the Organizations and tenants. 
· Renew, update and maintain Trade Licenses, Chamber Of Commerce, Media Permits, Civil Defense and other government certificates of all company’s legal entities in the U.A.E to ensure that the documents are up-to-date. 

· Accurate preparation of documents according to the requirement of the legal authorities.

· Submit, follow-up and collect all new employment and business visas to ensure that the visas are processed on a timely manner to support the business. 

· Deal with general enquires regarding PRO functions promptly and efficiently to enhance the level of department service. 

· Collect and provide periodical updates from the government authorities on all Labor and immigration rules to keep the HR department abreast of the changes in the rules and procedures.

· Co-ordinate with HR Manager regarding processing and acquiring of all staff visas and labor cards as well as related PR duties. 

· Arranging for submitting relevant documents periodically to the Labor Office with regard to cancelled/absconding employees and to complete Departure and Exit formalities for staff after cancellation of visas.
· Apply company vehicles permits for goods delivery across U.A.E
· Obtain quarterly sponsorship reports from the Labor Office and tally sponsorships and re-submit to Labor Office with relevant support documents.
· Assist departments in resolving any issues related to company vehicle registration and renewals to ensure that PRO services are provided as and when it is required.

· Maintenance & updating of PR records.

· Depositing visa documents in the Immigration. 

· Preparing documents as per labor inspection requirement.

· Manage / follow up all/any legal / labour / criminal cases on behalf of the Organization. 
3.  Organization
: Gulf House Contracting L.L.C. Dubai, U.A.E –
     Duration 

:  Jan’06 to May’08  
     Designation
: Administrator Assistant/Assistant PRO
  Job Responsibilities:

· To collect, organize and summarize information requested by the General Manager.
· Playing an active role as an interpreter during meetings between the General Manager and Customers.
· Handling day-to-day correspondence.
· Responsible for acquiring labor.

· Submitting original visas in the Airport & Receiving labors.
· Taking labors for medical test & guiding them about the medical procedure.
· Submitting visa applications in the Ministry of Labor.
· Checking post box and collecting company’s letters & visa approval.
Computer Skills: 

· Possess great computer skills in all Microsoft Office packages including Word, Excel and Power point.
Key Strengths: 

· Organized and accurate in handling confidential & critical matters. 

· Excellent Communication Skills (Both Arabic & English)
· Hardworking and a good team player
· Hands on experience on all legal matters
·      Good Understanding of local Labor Laws & Immigration Procedures
Personal Information:                                                                                                  

	   Date of Birth  
	20- October-1982

	Nationality
	Indian

	Religion
	Islam

	Languages Known 
	Arabic, English, Urdu, Hindi, Konkani and Kannada 

	Visa Status
	Employment Visa / Transferable

	License 
	Valid UAE driving License
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