[image: image1.jpg]


Gulfjobseeker.com CV No: 1241172
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
OBJECTIVE:
Associations with a company where my knowledge and skills will be exercised and also to further develop professionally to a company that offers career opportunities and advancement.
EXPEREINCE   (10 yrs) (GCC- 10 yrs)
· International Documents Clearing Est., Dubai, U.A.E.
(January -2005 to -April-2008, 3 years) 
	Designation
	:
	Customer Service &  Data Entry Operator (Typist) Arabic & English


· Al Shammar Documents Clearing Services., Dubai UAE 
(November-2008 to –Septemebr-2010, 2 years) 
	Designation
	:
	Sr. Office Administrator&  Data Entry Operator (Typist) Arabic & English 


· Integrated Engineers & Contractors, W.L.L. , Doha, Qatar     (Septemebr-2011 to June -2012, 9 months)
	Designation
	:
	PRO Coordinator cum Arabic & English Typist.


· Seven Stars Trading & General Services, Doha, Qatar                       (June 2012 to July 2013 1 year)
	Designation
	:
	HR/PRO Coordinator cum Arabic & English Typist.


· Al Ikhlas & Loyal Group of Co
(November 2013  to till date)
	Designation
	:
	HR/PRO Coordinator cum Senior Arabic & English Typist 


Job Description:
· Responsible for coordination between Government And Statuary Department, E.G.: Labour, Immigration And Economic Dept., Municipality And Court etc…  
· Obtain visa and license from respective departments and complete paper works on behalf of client/customer.
· Over all office administration preparation confirmations Handling Passports and other public oriented legal documents.
· Documental works includes all labor & Immigration visa works, On line visa,  Visa renewal and cancellations, application of new visas….,  govt. laws (labor & Immigration all visa rules) uphold and verify  to employees or associated division. 
· Data entry  Operations both in English & Arabic 
· Arabic & English Typing   (Ministy of Labour (Tasheel,), Ednrd, Eform 

    (Complete Immigration & Labour online applications and submissions by online)  

· P.R.O. Works related with all ministries and Govt. Dept.’s U.A.E. & Qatar

· Typing visa, medical, RTA, letters and other forms
· Drafting letters both in Arabic & English as per the demand of clients.

· Medical & Health card, Occupational Health Card typing with E payment U.A.E. & Qatar.

· Customer Service & Office Administration 

· Well knowledge with visa processing rules and regulations, Ministry of Labour, Ministry of Immigration U.A.E & Qatar

· Tasheel, Ednrd,Eform, RTA, Ejari, Municipality, Economic Dept, 
EDUCATIONAL QUALIFICATION:
	Pre-Degree 
	:
	

	S.S.L.C
	:
	Attested from U.A.E Embassy and Foreign Ministry.)


TECNICAL QUALIFICATION:
· Novell Certified Systems Network Engineer
(Novell Netware 5.1) 
· Diploma In Computer Hardware & Networking 
(Novell Netware 5.1) 
· Typing: Arabic & English 
ARABIC 
: 
45 Words per minute 
ENGLISH 
:
45 Words per minute 
Strengths
· Quick learning ability, cultural adaptability, multi-lingual and flexible
· Positive attitude, open minded, time management, goal setting, dedicated sincere and hardworking.
· Ability to deal with people diplomatically, willingness to learn and team facilitator.
· A good team player with patience and diplomatic skills Good communication skills and ability to work in a team environment. 

· Able to handle multiple assignments under high pressure and consistently meet tight Deadlines.

BASIC PROFILE


	Sex
	:
	Male


	Nationality 
	: 
	Indian 


	Date of birth
	:
	05/02/1983


	Marital Status
	:
	Married


	Visa status
	:
	Work permit 


	Languages Known                       
	: 
	English, Arabic, Hindi, Urdu, Malayalam & Tamil, 


REFERENCE
                 On Request
