C U R R I C U L U M  V I T E

Name




:
Ms. Neeta Koli

Address



:
4B-304, Mhada Colony,






Turbhe Mankhurd Mandale, 







Nr. Maharashtra Nagar Society,







Mankhurd East,







Mumbai - 400088
Date of Birth



:
5th February 1971

Contact No. 



:
Mobile: 7666230613






Email: neetakoli71@gmail.com
Languages Known


:
English, Marathi and Hindi 

Qualification



: 
B.A. – S.I.E.S. College of Arts, Science & 

Commerce – Sion 
Technical Qualification

:
Computer Knowledge MS Office,







Internet/Email etc







Typing 60w.p.m.







Telephone Operating







Travel Tourism & Hospitality Course

Work Experience


:


1.
Working with M/s. Carnea Health Care Pvt. Ltd. as Telemarketing Executive from July 2018  till date.

Responsibilities and Functions:

Handling Telephone Calls inbound and outbound and generating appointments

2.
Worked at M/s. H. Bhargava/Mr. Hemant Vakil – Chattered Accountant as 
Office Secretary since 17th December 2007 till December 2017
Responsibilities and Functions:
Handling Telephone Calls

Taking Dictations and Drafting letters

Managing the files

Handling of Petty Cash and Bank Books

Handling the Stocks and Mutual Funds 
Taking care of House keeping

Coordinating Meetings, Appointments etc. with Government Officials
3.
Worked at Cinetek Films Pvt. Ltd. as Front Office Secretary from February 2007

Responsibilities and Functions:

Handling Telephone Calls

Taking Dictations and Drafting letters

4.
Worked as Office Secretary for M/s. Uniforms Unlimited from May 2005 to 
January 2007.
Responsibilities and Functions:

Handling Telephone Calls

Making Schedule of the Enquiry Officer, Taking Appointment for the Marketing Personnel’s

Taking Dictations and Drafting letters

Preparing Bills

5.
Worked as Office Assistant for M/s. Sansui Shipping Pvt. Ltd. from May2004 to May 2005

Responsibilities and Functions:

Handling Telephone Calls

Making Schedule of the Enquiry Officer, Taking Appointment for the Marketing Personnel’s

Taking Dictations and Drafting letters

Preparing Bills and handling Petty Cash

Coordinating Meetings, Appointments etc. with Government Officials and Senior Officer’s of the Organization
6.
Worked as Office Assistant for M/s. Fortech Enterprises Pvt. Ltd. from August 1999 – March 2003
Responsibilities and Functions:

Handling Telephone Calls

Taking Appointment for the Marketing Personnel’s

Taking Dictations and Drafting Letters,

Also handling the correspondence independently.

Preparing Bills and handling Petty Cash

Coordinating Meetings, Appointments etc. with Government Officials and Senior Officer’s of the Organization

Being an Out door Advertising Agency preparing of the monitoring Report Every Month

7.
Worked as Office Secretary for Panvel International School from March 1997 to August 1999

Responsibilities and Functions:

Handling Telephone Calls

Taking Appointment for the Marketing Personnel’s

Taking Dictations and Drafting Letters,

Also handling the correspondence independently.

Preparing Bills and handling Petty Cash

Coordinating Meetings, Appointments etc. with Government Officials and Senior Officer’s of the Organization

8.
Worked as Office Assistant for M/s. Titagarh Steel Ltd. from August 1996 to February 1997

Responsibilities and Functions:

Handling Telephone Calls

Making Schedule of the Enquiry Officer, Taking Appointment for the Marketing Personnel’s

Taking Dictations and Drafting letters

Preparing Bills and handling Petty Cash

Coordinating Meetings, Appointments etc. with Government Officials and Senior Officer’s of the Organization

9.
Worked as Student Clerk for 6 months in Abhyudaya Co-op. Bank. From (20-04-1993 to 19-06-1993) (24-12-1994 to 02-02-1995)
Extra Curricular Activities

:
Reading, Listening to Music

Career Objective
:
To secure a job with an Organization where 

Personality Development, knowledge and advancement can be enhanced or achieved through application of Experience and Aptitude.

Thanking you,

Yours faithfully,

Neeta Koli
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