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JOB INTEREST
Public Relations Officer/ Administration Works/ HR works
 CAREER OBJECTIVE

Seeking a permanent job for Public Relations/Administration/HR works, with over 3 years of experience as Public Relations Officer, Office administration and Document Controller. To have remarkable presence in the organization with innovative ideas, smart work, sincere, enjoy the challenge of new situation and expect to make a positive contribution to the organization by taking the job with a great responsibility.

EMPLOYMENT EXPERIENCE

Public Relation Officer

April 2012 – up to present 

Triangle Technical Services L.L.C, Dubai, UAE

· Controlling and handling all works for different government departments for 4 companies including sponsorships.

· Handling company Trade License renewal and company Establishment Card etc.
· Control and follow up above 350 and more employees Work Permit, Resident Permit, Medical, National ID and Passport and its renewal.
· Handle Labour and Immigration Online system.
· Cancel and Replace the work permit.
· Assist Colleagues in Family visa with proper documentation.
· Handling and Renewing Partner Visa.
· Attaining Quota Approval from Ministry of Labour with relevant documents.
· Handling Insurance and workmen compensation of company employees and renewal.
· Renewal of Company Vehicle Insurance and Vehicles Licenses.
· Control payroll and WPS.
· Preparation of report/systematic filing of the records and documents.

· Maintain and co-ordinate general office functions.

· Handling petty cash and making payment vouchers.

· Conduct weekly discussions with the management.
EDUCATIONAL QUALIFICATION

· Bachelor Degree in English

· Higher Secondary Education 
· Secondary School Leaving Certificate

· Functional Arabic
QUALIFICATIONS
· Having 3 years more experience in the field of Public Relations (PRO) in Dubai, UAE

· Experienced in dealing with all UAE governmental departments 

· Tactful and Work under pressure
· Proficient with MS Office, Internet

· Experienced in office administration and data entry
· Sociable and having strong sense of responsibility
· High ability to work in multi-cultural environment

· With UAE valid driving license for light vehicle
Languages Known
· English – 
· Arabic – 
· Hindi – 
· Tamil – 

· Malayalam – (mother tongue)
PERSONAL DETAILS
Nationality
: 
Indian

Sex

: 
Male

Religion

: 
Muslim

Civil Status
: 
Single
Date of Birth
: 
May 13, 1987 






