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The Manager

Dubai U.A.E.

Sir,


Being given to understand that you are recruiting workers for to work your compani. I am applying with great expectation of mercy of Almighty and your favorable consideration for a position to work with your esteemed organization.  

I am a 23 years old Indian national currently residing in Dubai on transferable visa (NOC obtained). I have experience in HR Visa Employee Relation and all Kind of Immigration Labour and other Govt department works rules and regulation in Dubai, as a PRO Assistant and forwarding I can speak well in Arabic, English, Hindi and South Indian languages.

I am enclosing herewith all the necessary certificates and testimonials. I assure you that if I am selected, I will work hard give you full satisfaction.

Thanking you in anticipation,

Yours faithfully,
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SIR,

                            To work in a professional environment with quality of work life through challenging assignment, meaningful career growth, opportunity for value addition and professional development where as individual can grow, participate contribute be acknowledged rewarded and respected.

.

· Personal Details 
	
	
	

	Date of Birth
	:
	20/05/1986

	Sex
	:
	Male

	Nationality 
	:
	Indian

	Religion
	:
	Muslim

	Marital Status
	:
	Single


	
	
	


Professional Experience & Job Title
Working as a Typist with Greenhills Documents clearing Co. Deira Dubai from June 2006 to April 2007.
· Typing of Labour and Immigration works

· Typing of Online Visa Procedures.

· Immigration Process (Regarding Residence & Visit Visa)

· Labour Dept. Process (Regarding Employment)

· Maintain thorough and accurate records of documents received and documents entered.
· Assist operations by running reports on the computer and notify users when reports are ready.
· Maintain general and computer related files.
· Handling all kind of office administrative work.
· Perform related duties as required.

· Excellent organizational skills and attention to details
with understanding to HR functions.
· Certificate of multimedia Animation Software’s from  Arena Multimedia 
                        UP TECH LIMITED Trivandrum.

· Good Knowledge of Computer Software’s.
Presents Job in Dubai.
· Presemtly worked as PRO Assistant in "Golden future Documents Clearing Co". in Dubai-Diera-U.A.E (behind Danata)
· Academic Qualification

:
Higher Secondary School Leaving Certificate 



From Public Exam Board Kerala 

:
Graduate in BA English kerala University 

· Tech. Education

:
Certificate of Multimedia Animation 

          Software’s.  
Computer Knowledge:

      Operating 
:
Ms – Dos, Ms Windows 

Packages 
:        Ms-Office (Ms-word, Ms-Excel, Access, etc.   
·  Languages Known
· Arabic, English, Hindi, Urdu, Tamil and Malayalam.

· Work Experience in India
· 1 and Half Years Experience as “Academic Head” with “Arena Multimedia Animation Academy” in Kollam- India.
	
	
	

	
	
	


I hope that my application will find your due consideration and you will provide me with an opportunity for an interview with a favorable reply at your earliest convenience.

Expecting period of joining: Within one month

Expected Salary 
             :  6,000





Thanking you and assuring you of my best and sincere service always.
Yours Faithfully
