Education

NCVT, Govt. of India
Certificate course in Arabic typing
2016

Sree Sankaracharya Computer Centre
Certificate course in Microsoft Excel
2015

Bharathiar University

Bachelor of business administration
2013

Skills

« Office suite software
Communication skill
Telephone etiquette
Multitasking
Basic Accounting and book keeping
Customer service
Office management
Provide clear and concise information

Passport details

Passport number: W8534283
Date of expiry: 16/01/2033

ABDUL BASITHTK

¢ +971 0505213595
& tkbasith123@gmail.com

Experience

Front office executive
LLH Hospital-Burjeel Holdings, Abudhabi, UAE, 2021-2023

Ke

aximize approval rate
al KPIs and pa

Administrative assistent
Elkay General Trading, Abudhabi, UAE, 2017 - 2019
K sibil

Typing officer
Topspeed typing, Dubai, UAE, 2016 - 2017

Languages

English (full professional proficiency)
Malayalam (Native proficiency)
Arabic (professional proficiency)
Hindi (professional proficiency)
Tamil (elementary proficiency)

UAE driving licence details

Driving License number: 2789024
Traffic Code No:6170020501

Issue Date: 03/07/2022

Issue Place: Abu Dhabi

Date of Expiry: 09/03/2030

Declaration

| hereby declare that the above-mentioned information is
true and | bear the responsibility for the correctness of the
particulars.




