ASKAR HAKKEEM

Office Assistant
Contact me

Phone
+971-567128209

Email
askartirurcp@gmail.com

Language know

English
Hindi
Malayalam
Tamil

Basic arabic

TECHNICAL SKILLS

Adobe photoshop
MS Office

Adobe page maker
Adobe illustrator
Adobe premier
Maya optional
Adobe page maker

CAREER OBJECTIVE

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

e Diploma multimedia graphics -SSM poly technical college-INDIA
e Higher Secondary (+2) Government of Kerala

e Secondary (10™)Government of Kerala

e Hardware networking course completed (short term)

PROFESIEONAL EXPERIENCE

> 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)

HARITHA STUDIO KERALA -INDIA

KEY RESPONSIBILITIES HANDLED

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
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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

| hereby declare that all the detail furnished above are true to the best of my knowledge
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LIST OF COMPETENCIES

Adobe Photoshop
Raster & vqctarlnwaes - Document Sellm&: -Colour Modes - Tool Palette - me.u Concepm Blending Modes
Mmt@-?«uih&rin&-Pnth-f.ttmctiua ¢ Groupingol Layers - Filters - Vector Mask & Quick Mask
Actions -Channels-Scanning - Printing Concepts

Adobe PageMaker

Mﬂtw-&nlml Pﬁ]ette.ﬂulers-ﬂtinﬁ.culdei-TEJHWIappmg- Book Work with Edit Story - Use
Hﬂ_ﬁlﬂStqlu#PﬁntingCoumptsﬂiSM-TahSeltin&

CorelDraw
M L - Tool Palette - Laqc-ui Creation -Power C]m - Text Formats - Paac- Setup - l'.!.;.:-nlllll.ﬂ ér
i t "ﬁh.ﬁ. pﬂiedi - Bﬂrcode - St'rvice Bureau - Dc-vc-laping a Calender with VB - Shulnﬂﬁ

: scdia - Lens - Different Dockers - Printing Concept

veating Basic Shapes - Tools in Tool Palette - Advanced Drawing - Making of Dillerent
e@s - Pﬂm&mph Stqle:. Gmphic 5{q|es. Swatches - Blen-:lina Optmm - Mesh & Gradient
ers & Eflects- BDHlecu-C]ippinaMuh - Ffiﬂ“ﬂ,ﬂ{:ﬂ“C{‘[}ll

- , mhaﬂ with Multipage Document - Manipulating & Orchestrating Objects lext
-Tﬂi Character & Pumara.ph Attributes -Tabsand Tables ~Text Wrap- r.hppma Path
:]-;n- Eﬂ-ﬂi & Paths - Preparing for Printing - Book & Long Document Publishing

~Editing & Mixing - Sound Effects - Video Attaching

&ﬂ]lhﬂ -Tunh - TIM]u -E.'ut‘i:'t Contml = ‘hf'itll.'cr E.”{:{'tu - Audio tdntm,ﬁ f“'

4 : ﬂmﬁ'ﬁlw Scm-l:rn - Spec{ﬂl ﬂloc'li -Crﬁ:!lng Fiim Siruu - f reating f-""

-Ke !!ﬂ.__ﬂlﬁmhuﬂlim - Onion Skin - Libraries - Symbols - Motion Tween
£ - ﬁ]plu ud Tinl - [mplnﬂ. - Ewsnh - Sound - Action Sumt

Animatior -Li.l:.larl.]-"o"ﬂctor Gm.pl:uca - Bchnunn- Hl.l-lil 141
xt Effects - Exporting

Warps & Systems - Modity - Hierarchy - Motion
 Nurb Surlace. Spline, & Mesh -Video Posting -
hﬁ- Skin -Biped - Physique - Foot Steps

-o-Compositing in 3d Coamera & Light
' I '-'_" ind - Animating
mm - Wuhn_g with Motion

. TJ *Llahklaﬁ' Camera
pation - Paint Etfect & Fur




List of Competencies

Computer Fundamentals

. --Td '.'i | ngppllcaﬁon Characteristics - Classifications - Generations -
are and Software - System Software and Application
ire - Block Diagram - Programming Languages - Memory
- Input/Output Devices.

vicrosoft Windows - TUI & GUI - Windows Based
' Management - Accessories - Control Panel -
anagement - Calculator - Calendar - Notepad - WordPad -

ng, Editing, Formatting and Printing of Documents -
3, Editing, Deleting, Sorting, Splitting and Merging of
dAerge - Create/Open Main Document - Create/Open
s - Formatting Text and Performing Mathematical
35 - Database Operations - Filtering Data - Editing
. Automatic Calculations - Chars.
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o= wars/ Place of Bith — g
ALIHERL KERALA

Wt wwd ) e/ Place of issus

DUBAI _
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