KABEER                                                                                       
          [image: image1.jpg]



C/o-Mob: +971 504753686
 Email: kabeer.378871@2freemail.com 
OBJECTIVE: Seeking a suitable position in a reputed organisation where my Qualification and experience can be contributed effectively for mutual benefit.

Personality Profile

· Possesses excellent inter personnel skills and leadership quality

· Highly motivated to accomplish objectives

· Multilingual communication power

Professional profile

· 11 years of experience as Typist/Office in Charge in UAE. 

· Excellent knowledge on office administration - English & Arabic

· Ability to prepare and process computer related correspondence

EDUCATIONAL QUALIFICATIONS

· BA ECONOMICS 
· SSLC –Board public examination Kerala

Computer Certification

· Ms. Word (English, Arabic)

· Internet & e-mailing

Technical Skill

 Type writing – English & Arabic

Career History

Present Employment

Business Group: Al Maha Typing & Documents Copying in Dubai – UAE



      Maha Dubai Typing & document Copying in Sharjah  



      Dar Al Maha Typing & document Copying in Sharjah

Position: Office in Charge and Typist General. 

Duration: from 2006 

Present   : Green Coast Enterprises llc Dubai (Employee services coordinator )

Key Responsibilities

· Reporting to the  Manager with all incoming correspondence

· Preparing messages and documents clearing. 

· Co-ordinate the Office.

Key Responsibilities

· Typing and document setting all Ministry of Labour related documents,           Eg. Work permits Applications, new and renewal of labour card application. Cancelation applications. Etc.
· Company new computer card applications 
· Labor agreement submission through Tasheel Programme.
· Typing and document setting for Dubai Immigration office, Immigration work visa, family visa visit visa new and renewals and cancellations.
· Ednrd online immigration works.
· GDRFA Online
· Tasheel
· Emirates ID
PERSONAL INFORMATION

Date of Birth


:
31-03-1984


Marital Status


:
Married

Sex



:
Male


Nationality


:
Indian

Religion


:
Islam


Languages known

:
Malayalam, Hindi, English and Arabic.

Passport Details

Place of issue


:           Dubai
Date of issue


:
29-06-2015
Date of expiry


:
28-06-2025
Driving License Details

Place of issue


:           Dubai 

Date of issue


:
10-05-2010

Date of expiry


:
10-05-2020

	 References  


Could be provided upon request.

	 Declaration  


I hereby declare that all the above information are true and correct to the best of my knowledge and belief. I would appreciate if, keeping the above in view, you could consider my candidature with your esteemed organization and I assure you that I shall serve the organization to the best of my knowledge and capabilities.

