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MOHAMED GAYED

Detall-orented and highly organized Public Relation Officer (PRO) with gresl experierce n
tranaging officinl docsmests and kaisig wib govessienenl authorfies in Qatar. Prefictent in lssuing
and renewing residence permits, hardiing passpon renewals, and coordinating entry and exit visas
Adepi ol malntaining accurale records, preparing comprehensive repors, and providing gudance o
employess on official procedyres. Sirong knowledge of local immigration laws and regulations. wih a
proven shity (o ensure compliance and streamling administative processes. Excellen
communication and sterpersonal skills, with a commitment to delvering high-guality service and

supgart.

PROFESSIONAL EXPERIENCE
CONTACT Gull Drilling Intermational Limited (GDM) - Qatar D6I2017 - DEI2024
e +074 5048 7129 Putlic Relation Officer (PRO)

= Submitting the necessary applications far Esuing and renewing resiterce permas for faraign
e mgayed448@gmail.com emplayees.

= Monitorng and renewing empioyess’ PASSPONS (o ENsUre they remain vald,
o Doha - Qatar = Submitting applications for isswing emry and exit visas for foreign employess and their tamilies.

" . . = Interacting with the Minstry of Interior and other governmend departments to ensure ihe efficient

[@E Qatari Driving License completion of official transactions

= Keeping and coganizing idenlity documents lor emploeyees and ensuring they se available when
EDUCATION vinint

« 1990: High schoaol level in Economics
and Management.

Preparing perodic reports on e stalus of residence permits, wisas, and other ofical iransactions,
Providing asssstance and guidance to employess regarding official procedures ard requines

documents.
LANGUAGES = Keeping up io date with changes and upoaes in laws and reguiations refated to resdence and
= Arabic ; Mother fongue. work to ensure compliance.
« English : Written and spaken (Medium). » Coliabarating with the Human Resources deparment and other departments to ensure smooth
= French : Writien and spoken (Excellent). adr pe related to PESSPONS BNt WsSas.
« (@lian: Written and spoken (Medium) Residential and con ial F Marina Djerba - Tunisia 2011 - 2016
rit i
PERSONAL SKILLS Tealy Stpssn

= Supervising and managing securty personnel, including scheduling, training, and performance
evaluation.

Proficient In organizing and maintaining official
documents, including passports, residence

= Enswring that all security staff adhare 10 company policies and procetues.
peETmits. and visas. « Monioring and eontrolling Sccess 1o th residence (o prevent unuthorized ey
« Experienced in interacting with govemment « Coneducting regular patrols of the poperty fo entdy and addiess securily risks
autharities and depariments to complets official o Implementing and massdainieg security Sysiems such as alarms, CCTV, and access comrol
2 systems,
ansactions: etfciently. s « Responding promptly 1o security mciderts and ememgencies. such as fre, messcal emergencies,
« Strong knowledge of bocal immigrasion aws ar beeak-ins

and requlations, ensuring all processes adhare » Providing orgoing training and cevelopment for security staff to ensure hgh standards of
1o legal requirements, performance.

« Skilled in preparing and submitting applications = Conducting ch':s and simulmlms;smpumus:lfhr \.‘Iumnng.a EMEIgency SCenancs,
. i = Interacting with resigents anc visitors in a professional COUM20Us manner.
for resi RETRS, Passpor ren - and = Addressirg amy secunty-related coNcems oF QUESDoNS from residents.
entry/exit visas., = Developing and updating security policies and procedures to enhance the security of the
s Abllity 1o prepare detalled reparis on the status residence.
of residence permits, visas, and other official « Ensaing comgphiance with all relevant ks and regulations,
transactions. Homere Hotel Djerba - Tunisia 2005 - 2010
« Competent in providing guidance and support ~ Front Desk Agent
o employeas regarding official procedures and  Palace Gammarth Hotel - Tunisia 2001 - 2004
required documents, Front Desk Agent
« High level of acouracy in handling documentis s Graaling and welcoming guesis upon arrhval
and completing transactions. » Checkin and check-oul guests ily and
# i »  Managing resenations and provide inkormation sbou the howe's facilives and services.
+ Excellent organizational abl nnampe = Handling guest inguires, complants, and requests in a professional manner,
multiple tasks and docurments simultaneously. « Processing payments and maintain accurate records.
= Strong verbal and wiitkén cor 1 5halls . O ing with b pirg and staff 1o ensure rooms are ready for guests.
for effective inleraction with employees and = Assisting wih concierge servioes, such as booking tours ard making restaurart reservabons,
government officials. Embassy of the United States of America - Tunisia 18968 - 2001
« Capable of identifying and resolving lssues Security Agent
retated to document processing and = Monitoring surveiliance cameras and othar sacurity equipmant.
compliance s Patmling embessy premises o detect and respond to any unusual oty
! = Ensunng &l securily sysiems are operabonal and report any malfunctions.
» Efficient in managing time and prioritzing tasks o Kariagirig entryand exit points of ihe enibeesy.
o mest deadlines. = Verilying the (dentity of Indiviousls entering the embassy.
= Ahility to work well with colleagues in the HR »  Conduciing secuiity screemngs of visdors, siafl, and vishicles,
department and other departments o ensure = Responding io alarms and incdents. praviding immediate assistance
smoath adminisirative processes. o Coovdimating with locsl lmw erlorcemient and emergency services,
s i acution in case of ¢ i
Maywille Company - Tunisia 1892 - 1996
Store keeper

« Mairitaining receipts, recording. and withdrawaling of the stockroom

= Recehing. unloading, and shehang supplies.

» Porforming other stock-related dulkes, including retuming. packing, prcing, and labeling supglies.
s Inspecting deliveries for damage or discrepancies; repor those o accounting for reimbursements
and recond keeping

Raotating steck and comdinate the disposal of surpluses.

Ensaeing sdequate recodd keeping and manage all documentation (o condirm pioper stock levels

and malraln swerlory control,

Coordinating the handing of freight, the movement of equipment. and necessany minor repairs
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Multiple Reading Modes

We may think that building a complete des

O SWitCh between Iandscape . ;nanz‘:ging it is unnecessary when we aren ie |nvent0|j5 aC@
evelopers. *‘]tage Of blote(
® Female inventors account for a relat\ CeUtlcal fleﬂ ¢

percentage of biotechnology, food che

and portrait mode

pharmaceutical fields.

O ScrO" COntinUOUSIy OI‘ ' ~ During this period, Tokyo-Yokohama

Entry into the national phase for non-resident
page by page applicants

Asia becomes the region with the highest number of
PCT domestic phase entries worldwide

INCOME TREND ANALYSIS

@ QOceania

® South America

HD Preview

Zoom in/out the screen for a

clearer preview.
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{ Harry Potter

Harry Potter and the Philosopher's Stone

by J. K. Rowling
Bloomsbury, 2014

Spellbinding, enchanting, bewitching
stuff — Mirror

Teachers say a chapter can silence the
most rowdy of classes — Guardian

Professor McGonagall shot a sharp look at

Dumbledore and said "The owls are nothing next to

the rumors that are flying around. You know what

they're saying? About

what finally stopped him?"

why he's disappeared? Abou.

Xp

[t seemed that Professor McGonagall had reached the

point she was most anxious to discuss, the real reason

she had been waiting on a cold, hardor

neither as a cat nor as

a woman had she fixed

Dumbledore with such a piercing stare as-she-dtd-

-
oaRe

~ - » -~ - -
' )

sayving, she was not going to believe 1t until

Dumbledore told her it was true. Dumbledore,

however, was choosin

@ another lemon drop and did

e e oo

NOt ansSwer.

"What they're saying,” she pressed o1
Voldemort tuised up in Godric's Holl

the Potters. The rumor i1s that Lily and .

— are — that they're — dead.”
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A variety of powerful PDF processing tools help you manage
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File Manager Merge PDF

Streamline your file handling process.
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Rapidly print PDF files for swift and
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Lock PDF Edit PDF

efficient document output.

v~ PDF Encryption

Print PDF

Give your important files an extra layer

of protection.
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Try it now! &.
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