[bookmark: _76koo0ag0z8u]Executive Secretary / Administrative Experience Certificate Template
Usage: For employees in senior administrative and coordination positions.
To Whom It May Concern
[Company / Institution Name] hereby grants this certification of experience to Mr. / Ms. [Employee Full Name].
Considering their joining the administrative team as [Job Title, e.g., Executive Secretary / Administrative Assistant], and throughout their professional tenure, they demonstrated exceptional organizational ability in managing the executive schedule, organizing meetings, and coordinating tasks between different departments. They were a crucial element in ensuring the smooth workflow within the executive office.
They commenced work with us from [Start Date of Employment] until [End Date of Employment]. This certificate is issued on [Day] corresponding to [Date] upon their request and without any liability on the part of the Company.
Manager Signature: [Manager Signature]
Company Stamp: [Company Stamp]

