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	Profile
	An experienced professional with specialization in Public Relations practically exposed with government undertakings in over 19+ progressive years. Holds track record of exceptional performance of administering operations & processes related to Labors, Office Legal Matters, Local and Governmental Authorities. Regarded as high calibre PRO and a strong team player seeking a senior position in the same field where excellent skills in communication, leadership, team supervision, creative problem solving, client service and coordination are demonstrated. Significantly possesses vast contacts with relevant agencies and government units.


	Achievements
	

	· Achieved 19+ years of outstanding public relation experience and operational processes.

· Gained strong and well established contact in both Dubai & Fujairah Legal and Governmental Authorities including various embassies.
· Successfully managed a team of subordinates to make them perform with a high level of diligence and devoted undivided attention and total dedication.


	Career Snapshot
	

	

	Senior Public Relations Officer
	Jan 2005 – Present

	NICO International Hydrospace, Fujairah, UAE

	

	Senior Public Relations Officer
	Jun 1992 – Jan 2005

	Fujairah Marine Services Co. & Metro Oil Refinery, Fujairah, UAE

	

	Proven Expertise
	

	Public Relation duties
· Represent the company with local authorities such as Ministry of Labor, Immigration Department, Municipality, Chamber of Commerce, Customs, Ministry of Economy and Finance.
· Handle all company’s trade license issues; issuance and renewals of the same; issuance and renewals of operational licenses from ports.
· Process and obtain related documents from immigration and labor department as per all rules & regulations; labor approval, entry permit, employment visa, labor card, labor contracts, residence visa, etc and all types of visa related operations.
· Professionally address to the employees queries regarding visa and other related process.

· Prepare MIS report including weekly report of resignation, termination, absconding employees and visa status and all other matters pertaining to the PRO department and submit to HR Manager.

· Provide assistance to the HR department in various functions as directed by the management.
· Alleviate environmental and civil defence inspections; handled all problems with official authorities.

· Accountable in obtaining all customs duties exemptions.

· Coordinate the registration of all types of company vehicles and getting vessel clearance.
· Responsible for all court cases, coordinate with the lawyer when a legal case has been arise, arrange police clearance certificate in case of accident and release of car kept under police custody due to violation of local rules, etc.

· Supervise administration of legal affairs. Consult with legal counsellor on effective handling of legal matters and provide guidance. Coordinate administration of the company as per labour law.
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	Capabilities
	

	Administration functions
· Able to provide team support and ensure proper coordination amongst employees.

· Motivated to work as a team, facilitate teamwork and initiative to help others when required.

· Able to handle commercial communication, administration, office management, business management, public relations and related duties in the organization.

· Handle multiple priorities, co-ordinate several projects simultaneously to meet deadlines and ensure timely follow up of critical issues.

· Supervise stock management, maintaining stock records for the department and ensuring that the minimum stock levels are maintained always in the department.

· Undertake special projects at the request of manager; supervise daily office activities and handle the overall management of the administration operations.



	Education
	

	

	Bachelor’s Degree / Higher Diploma – Statistics & Planning
	1992

	United Arab Emirates University, Al Ain, United Arab Emirates


	

	IT Skills
	

	Labor Office Software, MS Office (Word, Excel & PowerPoint), Internet and E-mail applications


	Personal Details
	

	Nationality

:  Jordanian
Date of Birth
:  16th March 1970
Marital Status
:  Married, with 3 kids.
Visa Status  
:  Employment (NOC Available)
Driving Licence
:  UAE Light Vehicle
Languages

:  Arabic & English
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