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CurriculumVitae
PROFESSIONALSUMMARY
To secure a position offering challenge, responsibility, and opportunity to build upon my previous experience .Acquired professional experience, 16 years of education Bachelor of Computer Science including Associate Electrical Engineering.
SKILLS
· Confident communication and presentation 
·  Good organizational and time-management skills
·  The ability to work under pressure 
·   Creativity and initiative
·   Excellent writing 
·   Team working skills
· Known UAE LaborLaw            
WORKHISTORY (Experience UAE)
Public Relations Clerk–
Moosa Bin Khamis al NuamiEst. Bin Khamis Al Nuami Est., Construction, Transport, & General Maintenance–Al Ain Abu Dhabi.
Responsibilities
•Arrange visa (work permit) for employees.
•Collect all appropriate documentation necessary for visa and permits required to be processed.
•Schedule staff’s visa, medical, coordinating with other internal and external departments.
•Responding to owner queries on Visa/ Labor/ Passport relatedmatters.
•Ensure all visas, medical and labor permits are up to date and arrange timelyrenewal.
•Assist in all general inquiries concerning labor and immigration matters.
•Send employees a notification on documentation required prior to their visa/labor cardexpiring.
•Manage the visa checklist as when the rules on visa/labor changes.
•To renew all company related licenses prior to their expirydate.
•Submit detailed reports related to visa expenses to the financedepartment.
•Responsible for full and efficient Operations of the companyoffice
Office Assistant IT- SAMI IN SAMI (Pakistan)
Muhammad SohaibRoomi–PeshawarPakistan–Pakistan2Years
07/2012-08/2014
Proposals Writing, Solar Panels & Generator Installation,Operating,Maintenance, General ITSolution, Responsible for full and efficient Operations of the Company Office, Represent an interfacewith Government representative regarding solar installation Project, Generator Installation &Wireless equipment’s.
HSE Training: (Quality, Health, Safety & Environment)PPE’S(personal protectiveequipment),CraneSafety,WorkatHeight,EmergencyResponsePlan.
             Accountant at City School (Pakistan) 2010-2012

· Office Administration
· Documents controlling 

· Bank checks maters 
· Financial reports to assess accuracy, completeness

· Prepare and analyze accounting records 
          Supervisor- DESCON engineering limited OGDC Project.(ExperiencePakistan)2008-2010
· Ensure quality work to Project engineer
· Cabling using Electrical Architecture Drawing
· Schedule ,assign and supervise electrical shoppersonnel
· Installation of 4 MW stream turbine and Its connection to Main controlpanel
  EDUCATION
   Bachelor of Computer Science: Computer Science (Honors-4years) 2007-2011
  Government University of Science &Technology Bannu Pakistan 

   [3.5GPA]
Participation of software exhibition and debate competition. Associate of Engineering: Associate of Engineering Electrical 2005-2007
Computer short Course:
Institute of ComputerLanguages-Abbottabad
ACCOMPLISHMENTS:
GOVERNMENTCERTIFICATE
           Business Management Certificate (Ministry of Industries, GovernmentOfPakistan)
Date ofBirth
: 03/02/1986
Driving License         : Have a valid LTV Driving License(UAE) 
Visa Type
: working
Languages                    : English, Arabic, Urdu
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