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Objective: 

Exploring new opportunity to experience a challenging career.
Summary:
· Experienced in Emirates ID card application process for the renewal and new hires.

· Maintaining staff passport and updating record.

· Coordinating for the new visa / renewal formalities.

· Experienced in creating and maintaining MIS.

· Exposure to staff insurance process.

Professional Experience: 

 Group

Duration: Jul-2012 – July 2016

Role: Sr. Admin / HR Officer

Duties:
EID Application:
· Coordinating with typing center for printing the National Emirates ID (PRANApplication) paper.
· Arranging pre-medical appointments and transport for employees. 
· Arranging appointments for bio-metric.
· Tracking Emirates ID application status for workers & staffs.

· Distributing theNational Emirates ID application papers to Employee and update in System.
· Doing modification of National Emirates ID if required from typing center or From Emirates Identity Authority.

· Looking after National Emirates ID cards of more than13000 employeesincluding staff and workers.

· Collecting National Emirates ID cards from EMPOST.

· Visiting labor camps for National Emirates ID AUDIT.

Supervision of Passport
· Maintain record of Staff passports and visas.

· Sending Monthly Passport Record report to Audit Dept.

· Ensuring all the necessary approvals before releasing passport.

· Follow up for passport return on time.
Visa Renewal
· Follow up theprocess during renewal & new.
· Arranging the medical appointments from hospital.

· Arranging transportation for medical.

Education& Skills: 

· Higher Secondary.
· Interior designing diploma with A Grade.

· Auto-cad short term diploma.

· Microsoft Word, Microsoft Excel, Internet, Adobe Photoshop.
· Black belt SHO DAN.

Personal Information

Date of Birth: 2-Nov-1983
Nationality: Indian

Marital Status: Married

Language: Hindi, Punjabi, and English

Religion: Sikh
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