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erjola 
Nationality:                                     Albanian

Date of birth:                                  July 9th/1986

Gender:                                           Female

Visa Status:

                          Residence Visa
Email:


               erjola.329617@2freemail.com  

Driving License:


     Albania (B)
I consider myself a hard worker individual who has a great passion for her work 

I possess good communication and problem solving skills
Expertise in Penal Law, Civil Law and Labour Law
Spoken Languages: English, Intermediate Italian & Basic Spanish
EDUCATIONAL CREDENTIALS
MSc in Civil Law from "Kristal" -Tirana, Albania (2009 - 2011)
Faculty of Law from University "Kristal" Tirana, Albania (2006 - 2009)
CAREER HIGHLIGHTS
	Position/ Role
	Project
	Company/Organization
	Period

	 Office Administration

Catering Assistant 


	Sage International
HOSPITALITY 

Global Catering                      
	Sage International

Company, Abu Dhabi

Global catering 

Company, Abu Dhabi
	July’ 2016 - Present

Jan' 2015  -  July 2016

	Legal Assistant 

	Legal service Office in Penal Law, Civil Law, Labour Law
	Legal service in Law 

Private Office 

Albania
	Nov’ 2009 - Dec' 2014


	Lawyer
Sales supervisor                                                   
	Project for ID Cards and Passports
Sales 
	Municipality
Mango Shop
Tirana, Albania 
	June’2009 – Sept’2009
Sept' 2007 – Jun’2009 




 Office Administrator

· Word processing, letter writing;

· Dealing with telephone and email enquiries;

· Creating and maintaining filing systems;

· Scheduling and attending meetings, creating agendas and taking minutes.

· Keeping diaries and arranging appointments;

· Organizing travel for staff.

· Using a variety of software packages, such as Microsoft Word, Outlook, power Point, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases;

· Devising and maintaining office system.
· Using content management systems to maintain and update websites and internal databases
· Liaising with staff in other departments and with external contacts
· Sorting and distributing incoming post and organizing and sending outgoing post.
· Arranging travel and accommodation for staff or customers and other external contacts.
· Organizing and storing paperwork, documents and computer-based information.
· Photocopying and printing various documents, sometimes on behalf of other colleagues.
· Recruiting, training and supervising junior staff and delegating work as required.
· Manipulating statistical data;

· Arranging in-house and external events.

· Any other work assigned by higher management.

Catering Assistant 

· Following set work according to recipe, menu, schedule or instructions
· Assisting with hospitality events
· Checking vending machines for stock and cleanliness

· Reporting all incidents/ accidents to the Catering Manager
· Giving a comprehensive briefing and handover to the next shift

· Storing away deliveries of drinks, vegetables and meats
· Ensure that all standards are maintained relative to security and maintenance
· Ensure that all standards to Health & Safety and cleanliness of the Catering Department
Legal Assistant 

· Preparation of documentation, Control Procedures of documentation
· Typing, formatting, amending contracts, letters and other legal documents

· Providing secretarial and paralegal support to a team of solicitors
· Greeting visitors who come to the office and introducing them to their solicitor
· Investigating facts and law and calling upon witnesses to testify at hearing

· Recording and submitting expense forms
· Writing replays to points of dispute with clients

· Coordinating and arranging meeting and diary schedules

· Photocopying, scanning documents and faxing as required

· Managing cause of clients and offering them assistance

· Reviewing contract documents, specifications of documentation
· Ensuring timely preparation of documentation deliverables

                              Lawyer. 

· Preparation of documentation for Passports and ID card.

· Controlling process of ID cards and Passports. 

· Ensuring timely delivery of passports and ID card. 

Sale Supervisor 

· Have high sense of urgency and able to make effective decisions in a timely manner. 

· A highly professional telephone manner and effective at managing difficult callers. 
· Identifying daily tasks that need to be done and delegating them through effective communications. 
· Building professional relationships with all sales staff. 
· Communicating key messages to team members. 
· Meeting and exceeding all agreed performance objectives
· Extensive sales and customer service supervisory experience in the service sector
· Patient and calm under pressure
· Possessing a high level of drive and determination
  COMPUTER SKILLS
	· Proficient user of; MS Office Suit (Word, Excel, PowerPoint)

	   SOFT SKILLS
	


	· Hard worker self-motivated and dependable
	· Multi Tasking and efficient Time Management

	· Quick learner and easily adaptable
	· Highly energetic and self-motivated

	· Strong negotiation and presentation skills
	· Creative problem-solver and achiever with convincing skills

	



· Attended for two month seminar on Social Operator (Care for the aged) in Regional Directorate of public Education No1, Tirana,   Albania (  12.11.2012 - 21.01.2013)

