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Albert 
Albert.343434@2freemail.com
Professional Objective: 
To secure a position as an Administrative Executive in a reputable organization where my experience, skill and commitment to work can be enhanced and appreciated. 

Experience Summary:
I am a Qualified Administrative Officer/Executive with 28 years office experience and extensive communication and customer liaison skills in U.A.E. 

With open minded ideas and a mature and positive approach, I have been a highly resourceful team member at my present job.

Academic Qualification:
June 1984 – Apr 1987      
B.G. Laws, Bombay University India
June 1981 – May 1984
B. A. (Bachelor in Arts), Bombay University India
Oct 1985 


Diploma in Accountancy, Davars College, Mumbai India

Professional History:

May 2007 to date 
Administrative Executive at European Perfume Works Co LL.C (F.M C) – a multi-national
Company based in Sharjah, UAE.  

Responsibilities:

• Acted as the point of contact between the executives and internal/external clients.
• Undertook the tasks of receiving calls, messages and routing correspondence. 

• Making travel arrangements, monitoring leave status of employees.

• Maintaining petty cash vouchers which included cash disbursement and accounting.

• Employee salary processing.
• Purchase and monitoring of office supplies and research of advantageous deals or suppliers.
• Organized efficient filing of documentation for the Perfumes and Cosmetics division   

   of the Company.
Oct 1988 to April 2007 
Administrative Officer at Emicos International JAFZ Dubai (Cosmetic Manufacturing

Company) based in Jebel Ali UAE 
Responsibilities: 
• Answering and directing phone calls, scheduling appointments for clients.
• Acted as the point of contact for internal and external clients.
• Liaised with executive and senior administrative assistants to handle requests and queries from  

   senior managers.
• Monitoring and complete disbursement of employee cash salaries. 

• Booking travel arrangements and document/passport processing of staff.
• Ordering office supplies and liaising with new deals and suppliers.
June 85-Apr 88:
Accounts Asst. with M/s Jagadishwala & Co. Chartered Accounts (Mumbai)
Responsibilities:
• Writing of Cash, Sales and Purchase Register & Bank Books of clients. 
• Auditing & Finalization of Accounts, including Balance Sheet of companies.
• Preparing trial balance, Profit and Loss Accounts and balance sheet for Audits. 

Nov 84-July 85:

Worked as Accounts Clerk for M/s Brilliant Industries (Mumbai)
Responsibilities:
Writing of Cash, Sales and Purchase Register & Bank Book. 
Certificates of Appreciation:
• July 2001: Commendation for administrative work; Emicos International, UAE

• Nov 2009: Commendation for facility upgradation; European Perfume Works Co. UAE

• Jan 2011: Commendation for team work; Scion International, UAE

Strengths:
• Proven experience as an executive administrative officer.

• Competent with full comprehension of office management systems and procedures.
• Excellent knowledge of MS Office.
• Exemplary planning and time management skills.
• Ability to multitask and prioritize daily workload.
• Excellent verbal and written communications skills in the English language.
• I have excellent interpersonal skills and the ability to work in a large team.
References:
Promptly furnished upon request with supporting documents.
