LITTY  PAUL

31/1117, Subhash Nagar, , Chembur

Mumbai – 400071

Contact:  Mob. C/o: - 9769767876 / Res. 25214289
WORK EXPERIENCE:

CPL AROMAS PVT. LTD.: SEPT 2007 – TILL DATE

Taking Dictation & Typing letters, Memos & inter-office Circulars.

Making Excel Data as per company’s requirement.

Fixing up appointment.

.Flight Booking: Domestic & International

Attending Guest.

Keep record of Birthdays & Anniversaries.

Making Bills & Proforma Invoices.

Creating Data for Indents & Inventories

Sending Emails.

Checking Incoming Emails.

Managing the fragrance Library

Preparing Excel sheets for Fragrances

Raising Sample request

Manage the record of received samples

Submission of Samples to the customers

Managing insurance of the dispatched material

Evaluation of Perfumes.

Handling required administrative work.

WARDEN INTERNATIONAL (AGS.) PVT. LTD.:SINCE   JUNE, 2000-AUGUST 2006
Bookings:  Hotel, Flight & Car. 

Fixing appointments.

Renewals of various subscriptions, internet hrs, Send emails & surfing.

Maintaining & updating speed dial list in the computer that is  linked  to the EPABX Board.   

Registering Complaints related to office equipments and do regular follow-up.
Handling Reception & Telephone Board
:
Attending Guests.

     Sorting inward mails & pick-up registration.

Fax :  i.  Sending outgoing fax.  

ii Segregate incoming faxes and handover to respective departments.

   EPBX board:  Make Local, STD & ISD calls.
 B. RAHEJA BUILDERS; SANTACRUZ :  SINCE - JANUARY 1997 – MAY, 2000

Handling Telephone calls.

Handling main reception.

Incoming mails.

 POLYCAB CABLES; KALBADEVI :  SEPT., 1994 – DECEMBER, 1996

Handling EPBX Board and Reception.

ACADEMIC CREDENTIALS  :

Bachelor of Arts (B.A) :  Subject - Economics.  From Mumbai University.

Higher Secondary School Certificate (H.S.C.) from Mumbai University.

Secondary School Certificate (S.S.C.) from Mumbai University.

ADDITIONAL QUALIFICATION  :

Typing 50 w.p.m. 

Secretarial Course thru J. J. College of commerce.

Computers :
MS-Office, e-mails, Surfing.

PERSONAL DETAILS  :

Date of Birth

:
25.09.1973

Marital Status

:
Married

Languages Known
:
English, Hindi, Marathi, Malayalam.

Place :    Mumbai

Date  :    5.1.11
