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Personal Information:

Date of Birth   : 15/05/1988
Gender             : Male
Nationality       : Indian
Religion            : Islam 
Marital Status  : Married
Visa Status       : Transferable  
Languages:       
English     :     L/S/R/W
Arabic      :     L/S/R/W 

Hindi        :     L/S/R/W 
Malayalam  :    Mother tongue.                                                      
Valid uae driving license

	   O b j e c t i v e :-

To work for an organization with dedication & determination for achieving the goal which should be satisfactory to the organizational requirements and personal developments.
   E m p l o y m e n t  H i s t o r y :-
1.  AL SAFA TYPING OFFICE 
        Abu Dhabi,  UAE 
  Designation: Typist General - From  April 2010 up to October 2013
2.     NATIONAL INTERNATIONAL HOLDING CO – L. L. C

        Designation: Archives Clerk – From October 2013 up to june 2015
3      BIN HAFEEZ GENERAL CONTRACTING COMPANY
Designation: Public relation clerk - From June 2015 up to still the date
Duties & Responsibilities.
· Preparing  application for govt. departments - Ministry of Labor, Immigration, Dept of Planning and Economy, Ministry of Economy, Chamber of Commerce  etc.

· Well trained and experienced in FAWRI applications by Ministry  of Interior. 
· Preparing application for govt. departments - New trade license, renewal, amendments, file opening for Ministry of Labor, Immigration etc.

· Preparing Company Pay roll in Wages Protection System (WPS) for the various companies.

· Preparing of Security Pass Applications (CNIA-Critical National Infrastructure Authority)

· Preparing of Emirates ID online applications

· Submission Application through Tas'Heel Service & print report
· Preparing Applications for Group Visa, Mission Visa etc.

· Day-to-day administration works

· Responsible for filing and encoding documents.                                               

2. Govt. Upper Primary School, Kearala, India
Designation: Office Clerk -  from Dec 2008 to Jul. 2010                                                                          

Duties & Responsibilities.
· Clerical works in office 
· Document arrangements and preperation                                           

· Arabic typing and letter drafting.
   A c a d e m i c  Q u a l i f i c a t i o n s :-
· Bachelor of Arts in Arabic (Afzal Al Ulama) - University of Calicut
· Higher Secondary Education (Plus-2) – Board of Examination
· Secondary School Leaving Certificate – Board of Examination
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	  O t h e r   Technical Q u a l i f i c a t i o ns :-
· Experience in Computer Application        
· Basic Knowledge in Computer Hardware  
  Qualification Summary :-
· Excellent Knowledge in Ministry  of Labor and Ministry of Interior (Neutralization and Residence Administration ) programs and laws
· Excellent communication skills.

· Knowledge in Microsoft application such as Windows 2000, Professional and XP Professional. 

· Knowledge in Microsoft Office application such as Microsoft Word, Excel, Power Point, Adobe Photoshop, Adobe PageMaker and Tally
· Impeccable people skill,  self-starter, willing to learn and a team

       player.
· Confident of handling any type of job.
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