CURRICULUM - VITAE

Career Objective:

To be associated with a progressive organization that gives scope to apply my knowledge and skill in the area of hospitality, customer service and public relation etc.

Personal Appraisal:

•
Self motivated with excellent communications skills

•
Hard working & result oriented.

•
Punctual & able to adapt to different environments & systems.

•
Ability to grasp any work quickly.

•
Resourceful, initiative & ability to work under pressure.

•
Aggressive, confident and trustworthy

 Personal Profile:

Nationality 


:
Indian

Sex



:
Female 


Marital Status


:
Married 

Children


:
One

Date of Birth


:
15th December 1978 

Email-Address


:
neetu.21970@2freemail.com 
Hobbies                                  : 
Music, Meeting people & cooking

Academic Qualifications :

A Commerce Graduate from Mumbai University in the year April 2002.

Computer Skills:

•
¨ Ms -Office (Word, Excel, Power Point).

•
¨ Complete Knowledge of Internet.

Languages Known :

¨English, Hindi & Marathi.

Work Experience:

M/s. Arabian Automobiles (Dubai)

Temporary Post

       Telephone Operator

       1st June 2006 to 31st July 2006       

Job Profile

•
Handling telephone calls, incoming messages & arranging conferences

M/s. Momentum Engineering (Dubai) 

      Receptionist

      1st Oct 2005 to 27th May 2006

Job Profile

•
Handling telephone calls, incoming messages & arranging conferences.

•
Sending & receiving couriers

•
Taking care of whole front office activities.

•
Accurate filing of documents.

•
Replying to customer’s queries through e-mail.

•
Handling incoming and outgoing faxes.

•
Preparing purchase orders 

M/s. Jumbo Electronics – Finance Division

Temporary post

Banking Assistance cum Secretary

24th June 2005 – 24th Sep 2005

Job Profile


•
Operating Computer.

•
Handling daily correspondence via E-mails & fax.

•
Handling Customer queries independently 

•
Maintaining filing & records.

•
Stationery & office supply arrangements including requisitioning. 

•
Maintaining stock.

•
Making shipping document - L/C Application, Promissory Note, embossing et

•
Work in Accounts Package JD Edwards.

M/s. Easa Saleh Al Gurg - Dunlop Division

Temporary post

Receptionist


14th April 2005 – 14th May 2005

Job Profile


•
Operating Computer 

•
Attending telephone calls independently 

•
Handling Customer queries independently

•
Handling daily correspondence via E-mails & fax. 

M/s Natural Stone L.L.C, Dubai


Receptionist cum Secretary


Aug2003 -Aug 2004


Job Profile

•
Making all the invoices, LPO, quotation & D.O

•
Operating Computer 

•
Attending telephone calls independently 

•
Handling Customer queries independently

•
Handling daily correspondence via E-mails & fax. 

•
Maintaining filing & records.

•
Stationery & office supply arrangements including requisitioning.

•
Maintaining stock.

•
Making appointments.

•
Making Daily Reminder

M/s A. K. Mukherjee “Engineers & Contractors”, Mumbai, India


Office Administrator cum Secretary. 

June 2001 - Feb. 2002   

Job Profile

•
Making all the invoices, LPO, quotation & D.O

•
Operating Computer 

•
Attending telephone calls independently 

•
Handling Customer queries independently

•
Handling daily correspondence via E-mails & fax. 

•
Maintaining filing & records.

•
Stationery & office supply arrangements including requisitioning.

•
Maintaining stock.

•
Making appointments.

•
Making Daily Reminder.

References

Will be furnished on request   

I hereby declare that the above information is true and correct to the best of my knowledge and belief.

Neetu 

C/o 0505891826
