RESUME
NAME 


:
Mrs.Rajashree Ratnasinh Pathare

ADDRESS

            :
201, Radhakrishna Apartment,

Kandivali Village West,

Mumbai-400 067.

CONTACT DETAILS

:
9869534665 /28087857 rajashreep71@gmail.com

DATE OF BIRTH

:
22nd  September 1971

EDUCATION                        :           H.S.C. passed in Arts  in the year 1992  from




            SNDT  University ,  Malad  (W), Mumbai-400 064.





            S.S.C.  from  St. George  High  School , Malad  (E),





            in  the  year  1990.

PROFESSIONAL                 :           Diploma in Travel & Tourism from Hotel 

QUALIFICATION                           Management Polytechnic, Grant Road.

                                                          Diploma in Computers   Word &  Excel

                                                          Typing – 40 w.p.m. from Kannath Commercial 

     



          Institute , Malad (E).

WORK  EXPERIENCE  
:         Total  22 Years 
B.J. MEHTA ARCHITECTURAL &  STRUCTURAL CONSULTANTS PVT.LTD.  :       Project Management Consultants, Repairs & Rehabilitation Consultants
( July 2011 till date )
KEY ASSIGNMENTS HANDLED 
· Feasibility Report Preparation. 


· Tender  Preparation (Redevelopment)
· Arranging Site Visits of Developers

· Preparing Financial Comparison Statement

· Preparing Refund Letters 
· BMC letters

· Concession Reports, One Side I.O.D. 
· Tele Marketing

· Attending Clients & Follow up for Outstanding Payments
· Internet Operation – checking mails , reply to mails

· Dictation from Directors direct typing -  40 wpm
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IMPEL  OVERSEAS
EDUCATION  :    Consultants  for  Overseas  Education
 ( April  2010  to  June 2011  )


KEY ASSIGNMENTS HANDLED
· Handling  Petty  Cash ,  make  salaries  etc. 




      
· Telemarketing & maintaining  data  of  students
· Internet Operation – checking mails , reply to  mails
· House Keeping
ALOKKMEDIAS    
 :    Casting Agency

(Nov.2007  to  Feb. 2010)
KEY ASSIGNMENTS HANDLED

· Maintaining Data of Female & Male Models and giving  them Opportunity
       for roles in Serials and Movies

· Making Sheets in Adobe Photoshop of Models, Film Stars etc.

·   Internet Operations
WORK FROM HOME   :  Done  some Data  Entry  Work  at  home  for  3  months.
(Aug.2007 to Oct. 2007)
ACUBE ENGINEERING  & CONSULTANCY LTD.  :   Dealers in Air Conditioning
(May 2003 – July 2007)
KEY ASSIGNMENTS HANDLED

· Handling Petty Cash for Project & Site Engineers

· Making Purchase Requisition Note (i.e. PRN)

· Maintaining Stationery Record

· Attending call for payment of Suppliers & Contractors

· House Keeping

· Insurance (for site jobs)

· Internet Operations
· Preparing  Monthly  and  Yearly  Sales  Report
· Vendor Registration
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SUMAN MOTELS LTD.   :       A Company of Resorts (Motels)
( Jan.2000 -  April 2003 )
KEY ASSIGNMENTS HANDLED

· Secretary to Financial Consultant

· Attending Members (Customer Care Unit)

· Assisting Income Tax Advocate
· Maintaining Inward & Outward Registers

· Attending calls pertaining to Sales

· Maintaining LIC record 

· Maintaining stock register ( for pens ) (Computer and Manual entry)
SICO UDYOG PVT.LTD.  :     Manufacturers & Exporters of Footwear

( Jan.1994 – Dec. 1999)
KEY ASSIGNMENTS HANDLED

· Office Co-Ordination

· Assisting Chief Accountant in Book Keeping

· Maintaining Purchase & Sales Register

· Labour Co-Ordination (Wages, Salary etc.)

BUILDERS OFFICE   
(  Jan.1993 – Dec.1993 )
KEY ASSIGNMENTS HANDLED

· Managing the appointments of the Corporator

· Telephone Operator cum Receptionist
· Office Co-Ordination

· Typing Letters

I hereby declare that all the information furnished above are true to the best of my knowledge.

 




           (Mrs. Rajashree Ratnasinh Pathare)
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