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PERSONAL PROFILE





Excellent verbal and written communication skills, ability to deal with people diplomatically.


Like to work with a goal.


Solves difficult situations with patience and presence of mind.


Time management- working under tremendous work pressure challenging environment& meeting deadlines with ease and efficiency. 


Personnel management, good inter-personal skills leading and dealing effectively with multicultural environment.


Managing abilities with required responsibilities.








CAREER HISTORY





Clerk and customer care officer�Dawn Typing Services, Jebel Ali,Dubai.�2014 Dec to 2016 Dec�Work duties:


Answering phone calls and reply for mails.


Drafting Tenancy contracts and General Invoices and Quotations. 


Working experience of UAE Ministry of Labor applications, Ednrd, Gdrfa,E-vision, Company visa submission, New Renew Applications.


Expert of UAE Immigration visa Typing and Emirates ID and medical system.


Arabic and English Typing and Letter Drafting and Language skills.


Arranging Experience of UAE Visit and Tourist Visas.


Arranging Experience of Certificate attestation from different countries.
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Sales Executive �Al Shabaan  �2012-2013�Work duties:


Can be a key motivator within a team stetting and able to get colleagues to perform well above their average level. 


Problem solving by applying logical and lateral thinking to issues and then coming up with viable sales solutions.


Good at building relationships across different levels and with people from all social or cultural backgrounds.
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PROFESSIONAL SKILLS


Highly Skilled in Typing Both Arabic and English


Expert Windows & internet user


Basic knowledge of computer hard ware and software


MS word, basic knowledge of MS Excel Ms project and MS power point and Photoshop


Operating system – Ms dos, Windows XP, Windows 7&8�
�
Creating experience of Letters and invoices in Arabic.�
�
Understanding and filling Arabic applications and forms.�
�
Good knowledge of related UAE ministry of labor and immigration systems.


Familiar with documents arrangements for public relations services.
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KEY COMPETENCIES AND SKILLS





PERSONAL SKILLS


Excellent verbal and written communication skills, ability to deal with people diplomatically.


Like to work with a goal.


Solves difficult situations with patience and presence of mind.


Time management- working under tremendous work pressure challenging environment& meeting deadlines with ease and efficiency. 


Personnel management, good inter-personal skills leading and dealing effectively with multicultural environment.


Managing problems with required responsibilities.
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ACADEMIC QUALIFICATIONS





Bachelor of Arts – University of Calicut, kerala, India. �2004- 2009�faculty of language and literature.���Azhikode High school , Kannur , India.�2003�Secondary school certificate.
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Name:�
ISMAIL�
�
Address:�
Dubai�
�
Job title:�
Clerk and customer care officer�
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