Ruby Christina John
604/12th Tower, Orange County, Ahinsa Khand 1, Indirapuram, Ghaziabad
Phone: 9810416849  christinarubyjohn@gmail.com

Executive Assistant

· Dedicated and technically skilled business professional with a versatile administrative support skill set developed through experience as Executive assistant(Admin & operations)
· Excel in resolving employer challenges with innovative solutions, systems and process improvements proven to increase efficiency, customer satisfaction and the bottom line.


Skills

	· Office Management
· Teambuilding & Supervision
· Staff Development& Training
Policies & Manuals Planning
	· Report&Document Preparation
· Accounts Payable/Receivable
Bookkeeping & Payroll 
Expense Reduction
	· Records Management
· Meeting & Event Planning
· Inventory Management
· Calendar Management 
· Travel Management





Achievements

	Topped in Political Science in High school(CBSE), 2005
In extracurricular activity, leading volleyball team(High School),1999 – 2005
In extracurricular activity, leading handball team(High School),1999 – 2005
Won 20 certificates in sports(High School),1999 – 2005
Documentary Film on Youths(IMS), 2007
Participated in Sidhi Baat(NDTV Show), 2008




Professional Experience


SAATHI MULTISTATE COOPERATIVE CREDIT SOCIETY LTD., Ghaziabad–(Finance)
[bookmark: _GoBack]Executive Assistant, August 2012 to May/2020
· Responsible for monitoring  & supervising the process of all the departments of the society, Human Resource, Accounts & Finance, Customer Service Department, IT or Software on the behalf of Chief Executive Officer of the company.
· Day to day management of the business of the Society.
· Ensure that true and accurate records and accounts maintained of the society’s money and its properties, capital, reserves, liabilities, income and expenses are kept.
· Operating the accounts of the Society and be responsible for making arrangements for safe custody of cash.
· Convene meetings of the General Body of the society.
· Make appointments to the post in the society as may be approved by the Board of Directors.
· Assist the Board in the formulation of policies, objectives and planning.
· Perform such other duties and exercising such other powers, as may be specified in the bylaws of the society.
· Implement loan approval, documentation, and collection process from application through disbursement and repayment. Review loan applications. 
· Responsible for developing effective management system for Board review and approval.
· Communicate effectively with members, potential members, staff, public representatives, regulatory agencies, Board members, and others.
· Schedule, lead, and keep minutes for monthly Board and the Annual Members meetings.
· Schedule and support internal or external Supervisory Committee audit work.



	Ruby Christina John                    Phone: 9810416849




ROBIN CREDIT E COMNET PVT.LTD.NOIDA–Subsidiary of AXIS BANK, Home Loan
Executive Assistant, 11/2008 to 6/2012

· Coordinate executive communications, including taking calls, responding to emails and interfacing with clients
· Prepare internal and external corporate documents for team members and industry partners
· Schedule meetings and appointments and manage travel itineraries
· Arrange corporate events to take place outside of the work place, such as golf tournaments, fund-raising events and staff appreciation events
· Maintain an organized filing system of paper and electronic documents
· Uphold a strict level of confidentiality
· Preparing MIS reports and database

IT Skills
Software: Flair in MS Office (Word, Access, Excel, PowerPoint) Internet Applications.


Education

INSTITUTE OF MANAGEMENT STUDIES, (CCS UNIVERSITY), Noida
Bachelor of Journalism & Mass Communication, 2005 to 2008
· Major: Mass Communications
· Graduated with 1st Division

ST.ANTHONY’S CONVENT, (CBSE), New Delhi
Humanities, 2004 to 2005
· Major: Arts
· Passed with 1st Division

ST.ANTHONY’S CONVENT, (CBSE), New Delhi
Humanities,2003 to 2004
· Major: Arts
· Passed with 1st Division

Personal Profile
Father’s Name –Late Harrison John
Nationality –Indian
Religion – Christianity (Roman Catholic)
Marital Status -Single
Languages Known -English, Hindi
Date of Birth – 18th Oct, 1987
Native Place - Delhi
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