CURRICULUM VITAE

PERSONAL INFORMATION
Name ; Omar Yusuf Asman
Date of Birth : 28™ Mar 1999
Gender : Male
Nationality : Kenyan
Marital Status : Single
Religion : Muslim
Height : 5771t
Weight : 75kgs
Passport No : BK484463
Language ; English and Kiswahili
CAREER OBJECTIVE

Dedicated and organized administrative assistant with two years of experience in managing office

operations and providing efficient administrative support. Skilled in handling a wide range of
administrative tasks and resolving customer issues promptly. Seeking a challenging administrative
assistant position to utilize my skills and contribute to the smooth functioning of the organization.

PROFESSIONAL EXPERIENCE

Position: Administrative Assistant
Company: Baslein Limited Company
Period : July 2022-Aug 2023

Duties and Responsibilities

e Managed daily office operations, including scheduling appointments, coordinating meetings, and
handling phone calls and emails.

e Prepared and edited correspondence, reports, and presentations for internal and external
communication.

e Maintained and organized office files, documents, and records to ensure accurate and efficient
retrieval of information.

e (Coordinated travel arrangements, including booking flights, hotels, and transportation for employees
and clients.

e Assisted in organizing company events, conferences, and team-building activities.

Position: Administrative Assistant
Company: Hipora Limited Company
Period : Mar 2020-Apr 2021

¢ Provided administrative support to the executive team, including calendar management, meeting
coordination, and travel arrangements.

e Managed office supplies, inventory, and vendor relationships, ensuring cost-effective solutions for
the company.

e Assisted in the preparation of financial reports, budgets, and expense tracking.

e Responded to customer inquiries and resolved issues promptly, ensuring a high level of customer
satisfaction.

e Assisted in the onboarding process for new employees, including paperwork and orientation
sessions.



EDUCATION BACKGROUND

Jan 2019 - Digital lab
Certificate in information technology

2014-2017 : Abrar Secondary School
Kenya Certificate of Secondary Education

2006-2013 : Ama Primary School
Kenya Certificate of Primary Education

SKILLS:
e Proficient in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
e Excellent organizational and multitasking abilities
e Strong communication and interpersonal skills
e Attention to detail and accuracy in work
¢ Time management and prioritization skills
e Ability to work independently and collaboratively in a team environment

HOBBIES
* Travelling
* Reading

* Socializing

REFEREES
TO BE PROVIDED UPON REQUEST
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Covid-19 Vaccination Certificate

MINISTRY OF HEALTH

This is 1o certify that Omar Yusuf Asman, born on 1999-03-28, from Kenya with national_id: 37388300,
has been vaccinated against Covid 19 on the date indicated in accordance with the National Health

Regulations.

VACCINE DOSE DATE ADMIMNISTERED BATCH NO
Oxtord/AstraZeneca 1 Sat Feb 12 2022 210218
Janssen (Ad26.COV2-5) 2 Thu Sep 29 2022 ACBEDAT

This document is system generated and therefore does not require a signature.
You may confirm this certificate by scanning the QR code.
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Thia s tn certify that

@mar pusuf agman TECHNOLOGY

Successtully compieted a trainee
Computer course facilitated by ICT for Development Kenya in
Partnership with Digital LABS
Units Covered:
Introduct:on 1o computers and Data processing
Waord Processing
Spreadsheets
Email and Internet Fundamentals
Desktop publishing and Presentations
Database design

s Camputer Maintenanca

Dated this 20™ Day of January the year 2017

B

Executive Director, ICTAD Kenya
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BASLEIN LIMITED COMPANY

P.O BOX 1854-00100
NAIROBI KENYA
basleinlimitedcompany@gmail.com

Ref: BLC23/0987/2023
TO WHOM IT MAY CONCERN

RE: RECOMMENDATION FOR MR. OMAR YUSUF ASMAN

[ am writing to highly recommend Mr. Omar Yusuf Asman for any future endeavors in the field of

administrative assistance. As the Human Resource Officer at Baslein Limited, I have had the privilege
of working closely with Mr. Omar during his tenure as an Administrative Assistant in our organization.
Mr. Omar joined Baslein Limited with a wealth of enthusiasm and quickly became an indispensable
member of our team. His dedication to his work and exceptional organizational skills were evident
from the start. He consistently demonstrated a high level of professionalism, attention to detail, and
an unwavering commitment to ensuring the smooth operation of our office.

Mr. Omar is not only proficient in his technical skills but also possesses excellent communication and
interpersonal abilities. He interacted effectively with colleagues, clients, and vendors, fostering
positive relationships and enhancing the professional image of our organization. His pleasant
demeanor and willingness to assist others created a positive and collaborative work environment.

[ am confident that Mr. Omar would be a valuable asset to any organization. His exceptional skills,
combined with His positive attitude and dedication, make him a standout professional. I
wholeheartedly recommend Mr. Omar and believe He will excel in any role He chooses to pursue.

If you require any further information or have questions, please do not hesitate to contact me.

Sincerely,

P

Ogalo Wycliffe

Human Resource Manager,

Baslein Limited Company
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