Curriculum Vitae
Preeti Joshi
RESIDENTIAL ADDRESS: 15F, Pocket-A1,
Mayur Vihar, Phase-III, Delhi-110096.
EMAIL: preeti2005joshi@gmail.com
Phone No.: 9911155172

OBJECTIVE:


Think strongly in regard to work through positive motivation. The career planning consists of effective implementation of given tasks and responsibilities.





        
CURRENT EMPLOYMENT DETAILS:
Since Jan. 2007 till now
“M/s. DHARAMSHILA HOSPITAL & RESEARCH CENTER”, (DHRC)        




(The First and Only NABH Accredited Cancer Hospital in India)


Designation:


Senior Executive
Department:


Purchase Department
Industry:    
Hospital
Location:
Vasundhra Enclave, Delhi.

Core Profile
· To ensure smooth functioning of the department.

· To assist in day to day activities of letter drafting.

· To establish and maintain confidential & specialized files & records.

· To call the suppliers for quotations, negotiation for equipments/ other items and fixed the appointment.

· To make the comparison 

· Release of Purchase Order & follow-up.

· To make the details for payment to supplier.

· Forwarding bills to accounts department for clearance after verifying rates with quotations.

· To keep track from Co. / Vendors for AMC & CMC for Medical Equipment and other items.

· Coordinate with Co. / Vendors for repair and maintenance of items.

· To record all messages and inform to CA promptly.

· Keeping Record of CA. Appointments

· Dispatch Mail & Cheques. 

· To co-ordinate & manage departmental meeting schedules.  
· To assist the CA in her day to day activity (ongoing).

· To handle incoming calls & direct them to the concerned department.

· To assist in all Purchase Department Reporting, report compilation and analysis. 
· To look after the day to day office work including follow-up & fillings.

Since Jan 2002 - May 2005
“MINISTRY OF FOOD PROCESSING INDUSTRIES”



(FPO Government of India, New Delhi)

Designation:


Office Assistant cum Personal Assistant
Department:


(Head Office)
Industry:    


Food Industry

Location: 


Shahjahan Road, New Delhi.
Core Profile

· To assist in day to day activities of letter drafting.
· Checking E-mails & Downloading Mails. 
· Preparing MIS reports, filling documents.
· Making Bills Challans, Quotations.

· Dispatch Mail & Cheques. 
· Maintaining Register and Keeping all Record of the Daily Expenses
· Ensuring all the customers questions/ complaints are addressed and answered by the relevant people in the organization.
· Keeping Record of Incoming and Outgoing Phone Calls.

· Keeping Record of All Incoming and Outgoing Fax and Post.
· Handling Day To Day Office Work
Since Feb 2001- Dec 2001 “M/s. Poly Medicare Limited”, (PML)



Designation:


Office Coordinator
Department:


MD Office
Industry:    


Medical Syringe & Needles
Location:


Nehru Place, New Delhi.
Core Profile
· To assist in day to day activities of letter drafting 
· Checking e-mails & downloading mails.
· Keeping all records of daily filling & dispatch.
· Prepare data in Excel sheets.
· Keeping all records of stationary.
· Receiving all incoming and outgoing phone calls & faxes.
· Handling day to day office work.


Since May 2000 - Nov. 2000
   “M/o. INDIAN INSTITUTE OF TECHNOLOGY”, (IIT)        




    (IIT Government of India, New Delhi)


Designation:


   Computer Operator cum Personal Assistant
Department:


   Administrative
Industry:    
   Government Sector
Location:
   IIT Gate, New Delhi.

Core Profile

· To ensure smooth functioning of the department.

· Making all Bills, Challans, and Quotations.

· Dispatch Mail & Cheques. 

· Maintaining Register and Keeping all record of the Daily Expenses.
· To assist in day to day activities of letter drafting.

· To establish and maintain confidential & specialized files & records.

· To handle incoming calls & direct them to the concerned department.

· To look after the day to day office work including follow-up & fillings.


Since May 1999 - Aug. 1999
   “M/o DEPARTMENT OF SCIENCE & TECHNOLOGY”, (DST)        




    (Government of India, New Delhi)


Designation:


   Personal Assistant
Department:


   Administrative

Industry:    
   Government Sector

Location:
   Katwaria Sarai, New Delhi.

Core Profile

· To ensure smooth functioning of the department.

· Making all Bills, Challans, and Quotations.
· Dispatch Mail & Cheques. 
· Maintaining Register and Keeping all record of the Daily Expenses.
· To assist in day to day activities of letter drafting.

· To establish and maintain confidential & specialized files & records.

· To handle incoming calls & direct them to the concerned department.
· To look after the day to day office work including follow-up & fillings
Since Oct. 1998 - April 1999
   “M/s ACCESS COMPUTER CENTRE PVT. LTD”, 

    (ACCPL)        
Designation:


   Computer Operator cum Data Entry Operator
Department:


   General
Industry:    
   Government Sector
Location:
   Katwaria Sarai, New Delhi.

Core Profile

· Data Entry Work (In Excel Sheets).
· To assist in day to day activities of letter drafting.

· To look after the day to day office work including follow-up & fillings.
· Checking & Downloads mails. 

EDUCATIONAL QUALIFICATION:










· MBA in Operation from SMU.

· B.A Pass from Correspondence 

· 12th Pass from CBSE, Delhi

· 10th Pass from CBSE, Delhi



COMPUTER SKILLS:










Operating System

:
Windows –98, 2000, XP Professional. 
Software 


:
MS Office, Excel, PowerPoint, Scanning. 

Internet 


: 
E-mail. 

Successfully completed my Diploma in Basics Computer from the reputed institute (Raj Riff Computer Institute), and looking forward to see my professional career with an organization of repute.


PROFESSIONAL EXPERIENCE:















· Having “05+ years” of “Computer Operator & Office Assistant”, Experience in Private &
Government sectors.
· Having “09+ years” of “Sr. Executive in Purchase Department” Experience in Reputed 
  
Hospital.

PERSONAL DETAILS:
MY SELF


:

PREETI JOSHI
Husband’s Name

:

Mr. Ashok Joshi
Husband’s Occupation
:

Moser Baer India Ltd.
Date of Birth

:

30-08-1976
Place of Birth

:

Delhi 
Gender


:

Female
Marital Status

:

Married
Nationality


:

Indian
Religion


:

Hindu
Language Known

:

Hindi & English
Strengths


:

Hard Working, keen to learn new things
Current CTC

:

35,500/- pm (In hand)
Expected CTC

:

Negotiable 
Place: New Delhi 

Date: ________







               (PREETI JOSHI)
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