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   Zubair
E-mail: zubair.371176@2freemail.com
Visa Status: Employment visa valid till 2019
_________________________________________________________________________________________________________   
Objective
To serve on a promising position that offers both challenge and a good opportunity for the growth of my personality. Punctual, disciplined and keen devotion of my work which help me to serve the society with utmost ability
PROFESSIONAL WORK EXPERIENCE: 
Organization:

Safeer Businessmen Service, Dubai                                               
Tenure:


Jan 2016--- to till date
Designations:

General Typist        
Responsibilities:



· Processing for Emirates Id Application & Ejari and vision Form.

· Preparing Application for Labour and Immigration.

· Having sound knowledge on Government rules and regulation.

· All legal documents clearing processes.

· Assist in Trade License, Lease Agreements, Labor & Immigration card processes.

· All documents work of Tehsil (typing, Renewal, Cancellation).

· Processing for visit & tourist Visas Investor visa & Business Visa.

Organization:                     
EMARATECH, Dubai                                                   
Tenure:

             Nov 2012 --- Aug, 2015                                                
Designations:
             Data Entry Clerk and Driver    

Responsibilities:

· Ensure appropriate maintenance of vehicles

· Support in loading and unloading of merchandise

· Perform vehicle inspection to manage preventive maintenance
· Processing for Emirates Id Application & Ejari and vision Form.

· Preparing Application for Labour and Immigration.

· Having sound knowledge on Government rules and regulation.

· All legal documents clearing processes.

· Assist in Trade License, Lease Agreements, Labor & Immigration card processes..

· All documents work of Tehsil (typing, Renewal, Cancellation).

· Processing for visit & tourist Visas Investor visa & Business Visa.

· Prepare daily report and send to the HR.
 Organization:                     Ayesha Husain Typing, Dubai
 Tenure:                                Jun 2010 --- Oct 2012
 Designation:                       Typist and Pro
Responsibilities: 

· Processing for Emirates Id Application & Ejari and vision Form.
· Preparing Application for Labour and Immigration.

· Having sound knowledge on Government rules and regulation

· All legal documents clearing processes
· Assist in Trade License, Lease Agreements, Labor & Immigration card processes..
· All documents work of Tehsil (typing, Renewal, Cancellation).
· RelationShip Building.

· Prepare daily report and send to the HR.
Organization:  
Aisin Member of Toyota Group, Pakistan 
Tenure:           
 Sep, 2009 --- May, 2010
Designation:    
Customer service 
Responsibilities: 

· Relationship building
· Listening to customer requirements and presenting appropriately to make a sale
· Maintaining and developing relationships with existing customers in person and via telephone calls 
and emails

· Responding to incoming email and phone enquiries

· Reviewing  own sales performance, aiming to meet or exceed targets
· Attending team meetings and sharing best practice with colleagues
· Must act as a bridge between the company and its current market and future markets

· Record sales and order information and report the same to the sales department.

· Provide accurate feedback on future buying trends to their respective employers

     ACADEMIC EDUCATION: 
· Bachelor of commerce (B.com)                                                                                         

.




             

· Intermediate 

· Matriculation in Science

COMMUNICATION AND INTERPERSONAL SKILLS:

· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

· Have a good level command over English and Urdu Languages.

CERTIFICATION/ ADDITIONAL SKILLS:
· MS Office


(All versions, esp. MS Word, MS Power Point and MS Excel)

· MS Excel


(MS Formulae, Reports Automation,)

· CAD


(Computrized Accounting Diploma)
Personal Details
Date of Birth

: 17/08/1987


Gender


: Male


Status


: Single

Nationality

: Pakistani
Driving License Details

Driving License:

UAE

