
 

 

ASKAR HAKKEEM 

Contact me 

Phone 

+971-567128209 

Email 

askartirurcp@gmail.com 

 

➢ Answering incoming calls in a professional manner.  
➢ Organizing meetings with clint and contractor 

➢ obtain new employment visas / work permits for all 
expatriate employees 

➢ keeping all consultancy agreements shop drawing, 

material approval documents 
➢ Maintaining suitable and sufficient office stationery 

levels.  
➢ Arranging interviews and confirming interviews by 

email. 
➢ good knowledge of architecture and MEP drawings 

➢ Order supplies and schedule office equipment 
maintenance 

➢ Handling bank and company check & petty cash petty 

cash management 
 

     

 

 

      

Office Assistant 

CAREER OBJECTIVE 

z 
Seeking a challenge position with a future oriented company 

offering opportunities for growth and advancement, where 

can utilize my skill such as administration with expertise in 

information technology. 

EDUCATIONAL QUALFICATION 

z • Diploma multimedia graphics -SSM poly technical college-INDIA 

• Higher Secondary (+2)   Government of Kerala 

• Secondary   (10th) Government of Kerala 

• Hardware networking course completed (short term) 

PROFESIEONAL EXPERIENCE 

z 
➢ OFFICE ASSISTANT CUM PRO (12 years of experience) 

 
DEVELOPMENT CONSULING ENGEERING, DUBAI 2008 - 2020 

 
➢ TRINER GRAPICS DESIGH (2 Year of experience) 

SAFAYA COMPUTER ACADEMY KERLALA - INDIA 

➢ GRAPHIC DESIGNERS (2-year experience) 
➢ ance 
➢  

➢ STEVEN HELLER 

 

➢  

➢ ELLEN LUPTON 

 

➢  

➢ MASSIMO 

➢ VIGNELLI 

➢ 1931–2014 

 

➢  

➢ STEFAN 

➢ SAGMEISTER 

 

➢  

➢ MICHAEL BIERUT 

 

➢  

HARITHA STUDIO KERALA -INDIA 

KEY RESPONSIBILITIES HANDLED 

 

TECHNICAL SKILLS 

• Adobe photoshop 

• MS Office 

• Adobe page maker 

• Adobe illustrator 

• Adobe premier 

• Maya optional 

• Adobe page maker 
 

 

Language know  

• English  
• Hindi 
• Malayalam  
• Tamil 
• Basic arabic 
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PERSONAL PROFILE 

Date of birth   :  08/08/1987 

Marital status  :  married 

Nationality  : Indian   

 

PASSPORT DETAILS  

Passport number  :  R8135935 

Date of expiry  :  07/08/2027 

Visa status   : tourist visa   

Status    : can join immediately 

 

DECLERATION  

 
I hereby declare that all the detail furnished above are true to the best of my knowledge   
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