
                 Seeking a challenging opportunity in a progressive organization that offers career growth, self-development and long-term prospects assuring my commitment, sincerity and diligence in work.

ATRIBUTES
Bilingual with TWO year of experience as  HR ASSISTANT
· Smart-working, adaptable, self-motivated and self-starting team player. Strong in self-discipline and Administrative matters.

· Fluent in English, Arabic& Hindi/ Urdu (Speak, Read & Write) and having very good skill on computer operation systems- M.S office package.

· Experienced in Administrative, Secretarial works & Conversant with UAE Visa Procedures.

PRESENT STATUS
EDUCATIONAL QUALIFICATIONS
 Master Degree (MA) in Arabic Studies ( Darul Huda Islamic University, Kerala, India,      (Affiliated to Cairo University, Egypt)

 Bachelor Degree (BA) in Arabic Studies ( Darul Huda Islamic University, Kerala, India,      (Affiliated to Cairo University, Egypt)

 Bachelor degree (BA) in SOCIOLOGY, (University of Calicut,  2000, Kerala, India)

DIPLOMAS
1. Two years Diploma in Functional Arabic Ministry of Human Resource Development, Govt. of India

2. Diploma in Microsoft Office (MSO), Indian Computer Education Society, Kochi.

3. Diploma in Computerized financial Accounting Package (DCFA)

Designation

:  FOLLOW UP CLERK
Company


:  SMART STAR DOCUMENT CLEARING   , UAE 





   Dubai, United Arab Emirates
Period


:  from Feb2012 till April 2014.
JOB PROFILE:

 Typing emirates id, medical, health card, labor and immigration.
 Preparing court papers for filing the cases and other procedures.

 Translation of the financial statement and the invoices of the companies.

 Arranging and evaluating all applications and documents to be submitted to the Immigration Department and to the Ministry of Labor for the purpose of Employment Visas, Residence Permits, Labor Cards and Contracts.  

  Lodging labor complaints and absconding reports.

 Translating documents from Arabic into English and vise Versa.
 Drafting letters, email correspondences and documents both in English & Arabic.

 Business set up for the new companies, memorandum, and amendment works.

 Translation of the annual report of the companies, 
 Handling Labor and Immigration application forms and related works.
 Handling various kinds of visa procedures. 

 Preparing different types of documents related to the Ministry of Labor and Immigration Department. 

 Translation of the documents of the companies, circulars.

 Clearing documents related to Govt. Departments. 

 Typing various kinds of letters of govt and privet sector in Arabic and english
 Other office administrative duties
TECHNICAL SKILLS

1.   MS.Office (DOS, Windows, MS Word, Excel, Power point, Access)

2. DCFA (Word, Excel and Tally)

3. Basic Programmes 

4. Internet and E-mail

5. Typing (Arabic, English)
LANGUAGES                                                                                                                      
                            (ARABIC, ENGLISH, HINDI AND URUDU)
PERSONAL DETAILS
Nationality
:


Indian

Date of Birth
: 


01/11/1986
Marital status
: 


Married
Sex

: 


Male
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