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[Company Logo Placement]
[Full Company / Institution Name] Address: [City - Neighborhood Name - Company P.O. Box] Phone: [Contact Number]
Date of Issue: [Day] corresponding to [Date]
Subject: Administrative Experience Certificate
To Whom It May Concern,
We, [Company / Institution Name], are pleased to provide this certificate to confirm the experience of Mr. / Ms. [Employee Full Name], holder of ID/Iqama/Passport No. [ID or Passport Number].
They held the position of [Specific Administrative Job Title, e.g., Executive Assistant / Administrative Coordinator / Administrative Clerk] with us.
Period of Employment: Start Date: [Start Date (Day/Month/Year)] End Date: [End Date (Day/Month/Year)]
Performance Evaluation and Key Tasks: Throughout their professional tenure within the organization, Mr./Ms. [Employee Name] demonstrated significant success and was an exemplary model of dedication and commitment. They were particularly distinguished by: exceptional organizational capability in managing files and official correspondence, high skills in coordinating between different departments, and commitment to time management to ensure administrative operations ran smoothly and efficiently.
We issue this certificate on [Day] corresponding to [Date] upon their request and without any liability on the part of the Company. We wish them all the best and success in their future professional career.
Signature of the Competent Manager: _______________ Manager Name: [Responsible Manager Name] Position: [Manager Position, e.g., General Manager / Human Resources Manager]
Company Stamp: [Place for Official Stamp]

