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CURRICULAM VITAE
JOHNSON E.P
(M)  :  9961700640
(Email) :  epj1963@gmail.com; Johnson_ep@hotmail.com


	Objective                  A highly talented individual with extensive experience in Secretarial work. 
Date of birth              01.03.1963

Father’s Name          Late P.N. Egeriose

Address
1st Floor, Mariyath House, Mathai Manjooran Road, Pachalam-12, Ernakulam
Permanent  

Puthen Bunglow, Perayam,  Mulavana PO, Kundara
Address                   Kollam Distt, 
Kerala-691 503.
Contact No.             9961700640

	                                         Areas of Expertise / Interest

	· Possess good communication and organizational skills

· Good customer handling skills

· Possess excellent presentation and analytical skills

· Identifying, qualifying and pursuing business opportunities through market surveys.

· Knowledge of Microsoft Word, Excel, Powerpoint, Email and Net.

	                                                       Education

	· Passed B.com in Auditing, Costing & Management from Bharatiya Gurukula Vidhya Peedam, Chennai.
· Passed Typewriting Lower & Higher from Kerala Government Technical Examination (K.G.T.E). 
· Passed Shorthand 80 w.p.m & 120 w.p.m from Indian Merchants Chamber’s Mumbai (I.M.C). 

	                                                Career Highlights

	Period
	Designation
	Company’s Name
	Nature of Duties

	January, 2018
	
	Advocate Firm, Cochin
	· Providing Secretarial support (dictation & transcription)

· Downloading emails

· Fixing up appointments/meetings.

· Maintaining official record and files.

· Record up-keeping and maintenance.

· Regular reminders on outstanding   points

	June 10,2015
	30.11.2017
	Kunnel Engineers & Contractors (P) Ltd.
	· Providing Secretarial support (dictation & transcription)

· Downloading emails

· Fixing up appointments/meetings.

· Maintaining official record and files.

· Record up-keeping and maintenance.

· Regular reminders on outstanding   points

	January 27, 2012 to June 2015
July 27, 2010 to 27.5.2014
	Stenographer
Secretary to Chairman

	Menon & Pai, Cochin

Expomedia Events Private Limited

	· Providing Secretarial support 
· Downloading emails

· Fixing up appointments/meetings.

· Maintaining official record and files

· Providing Secretarial support (dictation & transcription)

· Downloading emails

· Fixing up appointments/ meetings.

· Maintaining official record and files.

· Record up-keeping and maintenance.

Regular reminders on outstanding   points.

	November, 2008 to May 2010
	          -
	ION Education & Training Pvt. Ltd, M.G. Road, Cochin (Kerala).
	Incharge of ION Education & Training Pvt Ltd, Cochin. (Transferred from IILM, New Delhi to their Cochin office).

	01.03.2005 -15.11.2008
	Secretary to Amb. K.V. Rajan
	IILM Institute for Higher Education, New Delhi.
	· Providing Secretarial support (dictation & transcription)

· Downloading emails

· Fixing up appointments/ meetings.

· Making travel arrangements (ticket booking, hotel stay and vehicle arrangements).

· Maintaining official record and files.

· Record up-keeping and maintenance.
· Regular reminders on outstanding      points.

	21.12.1995 to 29.2.2005
	PA to Managing Director
	MAN B&W   Diesel   India Limited, New Delhi (A 20 billion Euro group of Germany).
	· transcription)

·  Downloading emails

·  Attend to local/overseas phone calls

·  Fixing up appointments/meetings

·  Making travel arrangements (ticket booking,   hotel stay and vehicle arrangements.

·  Maintaining official record and files

·  Record up-keeping and maintenance.

· Preparation of Tenders and related works.

· Regular reminders on outstanding points.

	01.11.1993 –

15.12.1995
	Steno-Secretary to GM (Finance)
	Indian Avitronics, New Delhi
	· Providing Secretarial support (dictation  & transcription)

·  Attend to local/overseas phone calls

·  Fixing up appointments/meetings

· Making travel arrangements (ticket booking,  hotel stay and vehicle arrangements.

·  Maintaining official record and files

·  Record up-keeping and maintenance

· Regular reminders on outstanding   points.

· Upkeep of office equipments  etc.


	Key Highlights

	· Providing Secretarial support (dictation & transcription)

· Downloading emails 
· Regular reminders on outstanding   points.

· Record up-keeping and maintenance

· Fixing up appointments/meetings

· Attend to local/overseas phone calls

· Making travel arrangements (ticket  booking, hotel stay and vehicle arrangements

	Strengths

	· Faster learner, can grasp and apply new procedures, technique quickly.

· Eagerness to learn

· Sincere, Hardworking and devoted

· Flexible – work well in a team environment

· Interpersonal relationship

· Able to co-ordinate and priorities work load to meet stringent deadlines.


Languages Known

:    
English, Hindi & Malayalam


Joining date                            :   
Immediate

Salary Expected                     :   
Rs.22,000/-

Time 



:
9.00 am to 4.00 pm                 
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