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OBJECTIVE 
I am seeking for a job in Dubai as assistant in the field of Administration, Trust Companies, Financial companies or Banks. I can contribute to the firm with my competency, hard work, motivation, accuracy and service orientated personality. 
PROFESSIONAL EXPERIENCE

September 2013 – today
Assistant Trust Officer – full time
 Geneva – Switzerland (Trust company)
· Administrative support to Senior Trust Officer ;
· General administration of portfolio including client’s enquiries (oral & written);
· Day-to-day administration of clients’ business affairs;
· Preparation of draft Trustees/Directors minutes; 
· Ensure database is maintained and updated;
· Ensure that accurate and timely information is provided to the compliance department;
· Maintain an accurate timesheet;
· Ensure all invoices are sent out to clients;
· Preparing bank accounts opening all over the world;
· Issuing bank instructions.
September 2011 – August 2013
Administrative Assistant in luxury jewellery – full time
ROYAL SWISS MONTRES & BIJOUX SA, « JAHAN GENEVE » Switzerland 

· Prepare and send out invitations and greeting cards;
· Various correspondences;
·  Answer phone calls;
· Greet and assist clients/visitors;
· Issue sales invoices to clients; 
· Administer petty cash;
· Purchase, receive and manage office supplies and ensuring stock availability;
· Use computer word processing and spreadsheet to prepare documents for accounting department; 
· Update and ensure the accuracy of the client’s confidential database

EDUCATION

Jan.2013 – June 2016  

Ifage | Geneva

General English and Professional Business writing courses

July 2015 
Kaplan International School – Westwood, USA

Intensive Business English courses

Higher Intermediate Level
August 2014 
Kaplan International School – Westwood, USA

Intensive Business English courses 

Higher Intermediate Level

2 - 3 December 2013 

STEP – Society of Trust and Estate Practitioners

An introduction to Trusts 
19 - 28 August 2013

Ifage | Geneva

Introduction to bank sector
July 2013 
Kaplan International School – Westwood, USA

Intensive General English courses – Intermediate Level
Sep. 2011 - Aug.2012 

ROYAL SWISS MONTRES & BIJOUX SA, « JAHAN GENEVE » Switzerland
Professional / Commercial training to obtain 
Swiss Federal Vocational Education and Training (VET) Diploma
Summer 2011 
ILS English School

Intensive English courses, Nottingham – England 
August 2008 – June 2011 
CEC Nicolas-Bouvier – Geneva 
Upper-secondary business school 
Swiss Federal Vocational Education and Training (VET) Diploma 
LANGUAGES
French : Mother tongue 
English : Fluent
Italian : Advanced level
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.
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