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JOSEPH  RUBEN
Room No. 56, Shell Colony Road, Chembur, Mumbai – 400 089.

Mobile No.: 7208609410

E-mail: joseph8_gs@yahoo.co.in
	PERSONAL ASSISTANT/SECRETARY


Seeking a position as Personal Secretary to utilize my abilities and proficiency in a business development organization. Secretary with more than twenty years of varied work experience and proven ability to handle and manage office environment; Possesses effective organizational skills. 
Able to exhibit confidentiality, discretion, and professionalism when dealing with Directors.
	OBJECTIVE:


Seeking a challenging career that utilizes my skills and experience in the area of Personal Secretary giving me an opportunity to be a part of a team that contributes towards the growth of the organization.
	EMPLOYMENT HISTORY:


1. Worked as Secretary to V.P. (Finance) in Sree Rayalseema Petrochem Ltd, Hyderabad from 1993 to 1995.

2. Worked as Personal Secretary to Managing Director in DSP Management Services, Hyderabad from 1995 to 1996.

3. Worked as Personal Secretary to Managing Director & President & Director, Mukand Ltd, Mumbai  from 1996 to 1999.

4. Worked as Personal Secretary to Executive Director in Neelkamal Plastics Ltd, Mumbai from 2000 to 2001.

5. Worked as Secretary to V.P. (Legal) in Gujarat Ambuja Cements Ltd, from 2001 to 2002.

6. Worked in Mapletree Property Pvt. Ltd., South Bombay as Steno Secretary.
	EDUCATIONAL QUALIFICATIONS:


Passed B.Com from Mumbai University in the year 1990.
	ADDITIONAL QUALIFICATIONS:


Obtained Government Certificate in Eng. Typewriting at a maximum speed of  @ 60 wpm.

Obtained from Godrej Company Merit Certificate in Eng. Typewriting at a speed of @ 72 wpm.
	SKILLS :


· Excellent grammar and writing skills.
· Ability to work under pressure and give the best results.
· Well versed with Audio typing
· Proficient in  MS-Word, MS-Excel,  knowledge of  browsing the Internet, and E-mail. 
· Knowledge of Self Correspondence like drafting letters. 
· Familiar with preparation of legal documents since I have experience of working with Advocates for past 15 years.

· Worked in Real Estate Company, wherein I am fully conversant with all the postings in the real estate websites, interaction with clients, maintaining data of all the real estate market. Preparation of all documents regarding  Rental & Sale.

· Excellent communication and interpersonal skills, fluent in English. 
· Can handle administrative related jobs, travel arrangements, handling important calls on behalf of boss and take messages and other documentation tasks.
	LANGUAGES KNOWN:


English, Hindi, Marathi & Telugu.
	HOBBIES:


Reading newspapers, singing and listening to devotional songs.
	PERSONAL  INFORMATION:


Age 



: 49 years
Marital Status

: Married

Nationality


: Indian

Permanent Address
: Village: Munamarru, Tanuku Taluka,

  West Godavari Dist, Andhra Pradesh.
