BASIL H, OFAIN

EXECUTIVE SECRETARY
ADMINISTRATIVE ASSISTANT

EDUCATION

(2019-2022)
DIPLOMA OF EXECUTIVE SECRETARY- GPA: 4.96 Out of 5.00
INSTITUTE OF PUBLIC ADMINISTRATION, ESTREN PROVINCE

COOPERATIVE TRAINING

Support Services Section, Food and Drug Authority, Eastern
Sector

EXPERIENCE

Executive Secretary / Document Controller

(April 2022- Until Now)
ILF Consulting Engineers Company.

ADMINISTRATIVE

(May 2019 - September 2019)
an organization contracting with the Eastern Province
Municipality in the administrative field.

SALES REPRESENTATIVE

(September 2018 - January 2019)
A company contracted with the Saudi Telecom Company
In the field of sales and customer service.

COMPUTER SKILLS

Microsoft Word
Microsoft Excel
Microsoft PowerPoint

Microsoft Access
Outlook


mailto:Basilhussain15@gmail.com

