Curriculum Vitae         
Muhammad Asif
Contact No: 055 – 7077898  
Dubai-UAE.

Email: ch_asif1982@hotmail.com
	Objective

Experience
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3.
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To work for an organization, which offers excellent opportunities where I can excel in performing the work assigned to me and to fulfill the abilities with challenging demands and enjoy a career growth. 

Work Experience in Dubai:
Administration / H.R Officer:

Currently working as an Administration / H.R Officer from Feb, 2018In a Building Construction company in Dubai, U.A.E. having more than 160 employees.
Responsibilities:

To do the daily Administrative and H.R duties.
Company Name:

Done Contracting. Dubai, U.A.E
ASSISTANT MANAGER:

More than 4 years Experience as ASSISTANT MANGER in a Document Clearing & Businessmen services center from Dec, 2013 to Feb, 2018
Responsibilities:

To prepare the Documents of client for the Ministry of Labour, DED, Emirates ID, Ministry of Health and the Department of immigration Dubai and to Manage the daily work in the Branch (look after all the office cash, credits and accounts also) 

Company Name:

Four Direction Businessmen services Dubai, U.A.E
 PUBLIC RELATIONS MANAGER:

3 Years work Experience as PUBLIC RELATIONS MANAGER / PRO in a Construction Company  in Dubai U. A. E.

From 24 – 12 – 2010 to 1 – 12 – 2013 

	4.

1.
2.
Education




Responsibilities:

To establish maintain relations with other private and government departments and customers and also to prepare all the Documents for Labour work permit and visa procedures for the company employees and other Government related works.     

Company:
Dom Contracting L.L.C Dubai, U.A.E.
FOLLOWUP CLERK / TYPIST:
Worked as FOLLOWUP CLERK / TYPIST in a document clearing & typing center for three years in Dubai U. A. E 

From 19 – 01 – 2008 To 20 – 11 – 2010
Responsibilities:

To prepare the Documents of client for the Ministry of Labour and Department of immigration Dubai and to supervise daily work in the center (look after all the office cash, credits and accounts also) 

Company Name:

White Flag Document Clearing & Typing Center Dubai, U.A.E

Work Experience in Pakistan:
Customer Service Executive.   

Two years experience. (From Jan2005- Oct 2007)

Company Name:   

Mobilink Telecom GSM. Pakistan
Administrator
Three Year experience (From Oct 2002-Jan2005)

Company Name:

Rashid Minhas Higher Secondary School and Degree College.

Graduation:

Bachelor of Arts (B.A)

University:

Baha–ud–Din Zakariya University, Multan (Pakistan)
Grade / Division:

1st Division
Le To Play Cricket & surfing the web

	Professional

Qualifications
Other Qualifications

Personal Information



Diploma In IT:

Completed 1 year Diploma in IT.

Includes Word, Excel, PowerPoint, Internet & 

All types of installation.

Grade:

         A + 

Institute:

Global College of Computer Science & Management, Multan (Pakistan).
Diploma In Commerce:

Two years Diploma in Commerce including the subjects of Accounts and Commerce.
Grade / Division:

2nd Division

Institute / Board:

Board of Technical education Lahore (Pakistan)
I.E.L.T.S:
Completed I.E.L.T.S in 2002.

(International English Language Testing System)

Band:

         5.5 / 9

Institute:

British Council Lahore (Pakistan)

Father’s Name

:
Maqbool Ahamad
Nationality

:
Pakistani

Date of Birth

:
05 – 10 – 1982         

Passport


:
AQ 1882083
Religion


:
Islam
Gender


:
Male
Marital Status

:
Married
Language


:
Arabic, English and Urdu
Visa status

:
Employment visa

Driving License

:
Light Vehicle + Motorcycle (Dubai)
                                                            Yours Sincerely,

                                          Muhammad Asif






