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OBJECTIVE



Esmail.330383@2freemail.com 
I am seeking a company where I can use my experience and education to help the company meet and surpass its goals.
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WORK EXPERIENCE

Al-Rwad & Partners Law Office LLP
March 2013 — September 2016

Public relation and immigration officer

•To submit and ensure the processing of all types of applications and paperwork to the local and international governments bodies, including but not limited to visit visas, employment or residence visas, Businees visas, green card,Trade License, labor permits, export license, economic license, foreign license, etc

•To proactively manage the timely renewal of all Employment Visas and Labor Permits.

•Manage the visa checklist as when the rules on visa/labor changes

•Assist the company and the clients with visa arrangements in Embassies.

•To maintain database of all passports and the client's applications work by scanning all documents and directly updating the database when details change.

•To renew all company related licenses prior to their expiry date.

· Representthe Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant Departments

· Arrange medical tests, passports, memos, promotional draws and fine resolution for clients.

· Submit detailed reports related to visa expenses to the finance department.

· To submit required documentation to the banks and process bank transactions as advised by the Regional Finance Manager.

•Interview all clients and deal with all applications face to face and by post to ensure that the client is suitable.

· Oversee the completion of all relevant visa and immigration documents and ensure that they are received within the time limit set by the government.

· Must ensure that all of the information provided by the client is accurate and correct, preparing and checking all legal documents.

· prepare all fee quotes and any information required by clients, colleagues or authorities.
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• Take full responsibility of all Immigration issues and operations, remaining up to date with any changes to legislation.

Maher Milad Iskander & Co.
Nov 2011 — August 2013

Lawyer

·Attending court hearings (and doing the preparation beforehand)

·Drawing up contracts and other legal documents

·Negotiating (not all cases will end up in court)

·Explaining the law and giving general legal advice

·Settling disputes and supervising any agreements

·Researching and gathering evidence

·Analyzing legal documents

·Represent clients in court or before government agencies

·Interpret laws, rulings and regulations for individuals and businesses.

·Analyze the probable outcomes of cases, using knowledge of legal precedents

[image: image3.jpg]



EDUCATION

Bachelor of islamic sharia,law
may 2005 — may2010

Al azhar cairo universtiy
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INTERESTS

Reading&football
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REFERENCES

References available upon request.
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