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ALLWYN ANTONY BEN


Flat: 12
Bldg.: 609
Road: 329, Block: 302
Manama center
Kingdom of Bahrain
Cell #          :  3409 3283
E-mail
:  allwyn.anto@outlook.com 

Seeking a position to utilize my skills and abilities in reputed organization that offers professional growth while being resourceful, innovative and flexible to work in an effective team and Lifelong learning.


· Currently working as a Document Clearance Agent at Al Bahrain Awalan Document Clearing Office, Manama.
· Worked as shop manager in TOBY (India) import and export clothing materials from July 2013 to January 2015.
· Experience in customer service (India) April 2012 to May 2013.
· Worked as sales executive Ape motors Kannur (India) June 2009 to April 2010.
CURRENT COMPANY PROFILE

Al Bahrain Awalan Document Clearing: Bahrain’s highly experienced personnel in dealing Govt. document clearing. Processing LMRA, Immigration, Health, Social insurance, CIO, Company formation, and all CR related applications, authorized to work more than 500 companies in Bahrain.
JOB PROFILE & RESPONSIBILITIES
· Processing of LMRA VISA for companies & follow up. 
· Processing of family/dependent visa.

· Ensuring all work permits are renewed and stamped on passports for each company.
· Processing CPR’s/update for employees.
· Maintaining accurate records of employees.
· Managing payments for LMRA & Social Insurance.
· Formation of commercial establishments.
· Keeping up important documents.

· Providing administrative assistance.
· Processing of additional VISA for companies.
· Processing of visiting VISA for company employees.
· Salary updating of employees.

· Risk assessment.

· Keeping secrets of companies, assessment of confidential data.

· Answer the company direct line phone and act as operator.

· VISA cancellation.
· Domestic VISA processing Driver and Housemaid.

· Immigration RP cancellation & extension.

· Run-away processing.


	BSc (Nautical(leading))
HSE

SSLC                                                                             
	
	Indian Maritime Academy 2010
Higher secondary school kerala-2009
Secondary school, Board of Public Examination by the Government of Kerala -2007




MS office applications, Knows computer hardware, web browsing & finding things.

                                                                                     
Name


: 
Allwyn Antony Ben V.A
Date of Birth

: 
13-04-1992
Marital Status

: 
Single
Languages Known

: 
English, Hindi, Malayalam, Tamil and





Little Arabic
Fathers Name
            
: 
Xavier Antony
Mothers Name
           
: 
Annie Antony
Nationality


:
Indian

Religion


:
Christian
Hobbies


: 
Listening to Music, Gardening, locating places, exploring.

I do hereby declare that the information furnished above is true to the best of my knowledge. 
Place:  Manama, Bahrain. 
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