

TOUFIK A. KASSIM 

· Time Management
· Communication
· Microsoft Office (intermediate level) 
· Sorting and Distributing Mail
· Quick Learner
SKILLS
· Electronics Engineering Certification 
· SIRA Certificates

CERTIFICATIONS
Emit Electronic Institute (Ghana) 
Dubai Police Academy (UAE) 
EDUCATION
Office assistant

[image: ]tkaboagye@gmail.com 
+971 52 706 4984 
Dubai, UAE
https://www.linkedin.com/in/toufik-kassim-a05b9423a 
General Assistance 
Transguard Group LLC 
November 2019 – June 2023
Dubai. UAE 

· Assisted administrative staff with various office duties.
· Collected and distributed couriers and parcels.
· Maintained office supplies and ensured a clean working environment. 
· Running errands. 

Security Guard 
Magnum Security Services 
July 2023- current
Dubai. UAE 
· Maintaining a safe and secure environment. 
· Patrolling the premises. 
· Monitoring surveillance equipment. 
· Controlling access to the building.
· Respond to alarms
· customer service and assist
WORK EXPERIENCE
Dedicated office boy with over 3 years of experience in providing administrative support, handling couriers, and maintaining office supplies. Quick learner with excellent time management and communication skills.


PROFESSIONAL SUMMARY
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