DECLARATION

Date: hi 6 2&201?\

lrom: K. (\!aﬁ/\ Lﬂkshm'l
w—l-z2llo

hoako rogan
ety sl

To,

HR Manager,

Modi Properties Pvt. Ltd.,
M.G. Road, Secunderabad-03.

I have submitted my bio-data/ resume for a suitable post in your company and its associated
firms/subsidiaries.

I hereby certify/declare that the details given hercin are true to the best of my knowledge.

In case the information given by me is found to be un-true, I will be liable for consequences
thereon.

I shall provide proof of last drawn salary as and when requested.

I shall provide letters of good conduct/recommendation from past employers as and when
asked for.
I further undertake to work for a minimum period of 2 years, if I am offered employment in

your company.

Thank you.

Yours sincerely,

Signature K . Wdﬁ-@&m_.
Name:_F . \\Laga\QIC.thn{
Place: H{;’}ote.razx‘ac/

Date: 9_11 é’inl‘p—




Bio-Data
Note: Attach copy of Resume / Bio-duta

AppIICd[lon for post of

.A(I‘mrn)"zma (Fﬂgf })C@UW )

Date of application

1 16 (9017

Application through

o Advertisement ef Referred byt ly

Personal Details

Name e Negn la <AJ')'M|'

 Age — 9 1 v | Date of Birth (bS"lOII\ 1292
Fathers Name k. ‘V&T) hu,O"Cu:CLL\ .

Address for 2| - 3L/ (O _

Correspondence

[ Phone & Mobile

Permanent Address

chf—%uj Y
Education _ -
(P.G) Degree M@EA [ Fneneed
Name of college Pdroynon P.Ca . C o le g 0. ]
i Location | Lo -
Course type Regular se Correspondence Course
Year of completion QoG Medium of Instruction BW
Percentage marks A5/ . | Category SC/ST/BeT Open

Degree

Name of college

trovl= 0 geee Le

Location

(ool W_C&%&_%LMMMr
At ge .
7

Course type

Regutdr course Correspondence Course

Year of completion

Q0 |4 Medium of Instruction E_“M
v

Percentage marks

6 HY

[ Name of Inter/ Jr.

poepebidce g% cllage

| College
Location A —
Year o1y . [ Medium of Instruction G_.,.\M

Name of school

Sarcyya. (ot d gwefi\ ' Sehosd. |

Location

.A/map;ufl/( -

Year

_&OO C) Medium of Instruction TQ/EU?&( .
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Description of other

();1% -ERP - 09. vusion_

courses or training
[leayngg o Collegdh) |
— v
Computer Skills: ‘
MS Office Gged Average Poor i
MS Word Qooﬂ/ Average ° Poor
MS Excel Good ge  Poor
Auto CAD Good Avgaé Poor o NA
Email (j}ad/ Average Poor
Other w.z,é ’m ﬁm‘_‘}y _Ch ""m\l
Two Wheeler / Car: | '
Make Year
Family Details: Name Age Occupétion Company
‘ Tl Gl
Father € venleathieh] 687 | dabnsr (ML :
Mother K Ssitnis | BO | Yo wie| :
Wife / Husband | i Mﬂ! | 2O Qmﬂ‘i%\ ohams X Wa//
N v B N 4 - N -
Brotifer / Sister K. Sﬂu [ca D) |99 ¢ £ (Smanll Mechardic .!Lvy) Mor
auical Engnzy

Br\/otber”/ Sister

Brother / Sister

K. pNarNodsn] 20 |

1

Son / daughter

Son / daughter

Son / daughter

Salary Details:

(Copy of 1 yr bank statement form salary account will have produced at time of employment)
o Frguspec)

Last Drawn Salary

Hger]

12,008 — (Dade

Does the above salary
include:

ESI: o Yed&fNo

PF:o YeseNo

Conveyance: 0 Yes o No

2

Mobile Allowance: o Yes o No

Expected Salary

IS 6N /— (Ncﬁé%f%)

Surety:

Can you provide 2 sureties from Govt. em

reputed companies?

ployees or empT(;yees of

& Yes oNo

g‘@v/)a.

adv)sor

@Cﬁwﬁ

’}"qf\&w’i Y,

Surety I Name | Porugrio) [ Company [ ASFoRpl.
Designation ’@‘ Your Relation &(;_}ZM
Surety 2: Name Company
Designation ¥ Your Relation
Commitment .
Can you commit to work for a minimum of 2 years? A Yes oNo
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Experience & Employment Details:

Years of experience in relevant field 2 e TS *

. Y NTAYPS D
Name of Company (hewy malrat MD (Mo
Duration of employment 2™ | From date: 40 Qo l b Todate: | Qo /3 7
Location Hl(fmlaf negey”
Designation 19~ Y enl-ou, Opaze /o
Last drawn salary Mg 19 60D /d,_
Number of employees in , Number of employees in
the company / branch? WSO your dept. or division? M
Brief description of work , . -
handled by you. Rl 'p’”ﬁ‘(“/‘ ? Cu ”’”mj’ L -2

g /(“ 11;4_7 oD U
__&L):W_g_ Lﬂn oA pmbm_?.ﬂ;\ ;\’T\ j’"ﬂ Q/Q(I/J.
| fulind ) Seesiicon amel comncleotind |

Reason for leaving Tolerodlect in Julldsme Daous

Remarks: (For ofﬁce use only — Do not write in this box)

J | [ 7
i Lo - { C

1

Name of Company

Duration of employment yrs | From date: To date:

Location

Designation

Last drawn salary

Number of employees in Number of employees in
the company / branch? . your dept. or division?

Brief description of work

handled by you.

Reason for leaving

Remarks: (For office use only — Do not write in this box)
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Name of Company

Duration of employment

yrs | From date:

To date;

Location

Designation

Last drawn salary

Number of employees in
the company / branch?

Number of employees in
your deptT or division?

Brief description of work
handled by you.

Reason for leaving

Remarks: (For office use only — Do not write in this box)

Name of Company

Duration of employment

yrs | From date:

To date:

Location

Designation

Last drawn salary

Number of employees in
the company / branch?

Number of employees in
your dept. or division?

Brief description of work
handled by you.

Reason for leaving

Remarks: (For office use only — Do not write in this box)

Ask for additional sheets if required.
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Remarks by Admin.: (For office use only — Do not write in this box)

Background — Personal Good Average Poor

Background — Work Good <« Average Poor

Personality ‘ 7 ~Good Average Poor

Appearance Good Average Poor

Communication skills Good ~Average Poor

Recommendation _ Employ o Reject  Short list & decide later
Recommended salary {2 Ubb, -~

[Com Lot o Jout. bccmntand) N

T

(HM,M IKMouﬂ(—égﬂ < CHAMVD ity Bok xlonilbiony -'
e [ )

77/3/ ScMit foo of< ~

Remarks by Divisional Manager: (For office use only — Do not write in this box)

Relevant experience Good 4verage Poor

Knowledge of subject Good Average Poor

Recommendation t/émploy o Reject  Short list & decide later
Recommended salary 1 rf .

Remarks by MD (For office use only — Do not write igrthis box)

Recommendation mploy o Reject o Short list & decide later
Recommended salary j&; koo 4o Adpeicde
e
he—
Offer Details
Salary offered Date of joining
Remarks:
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Details of Appointment: (For office use only — Do not write on this page)

Name

CTC Salary

Conveyance

O Included in salary o Extra Rs. per month o As per actuals

Mobile Allowance

oNiloRs. per month.

PF & ESI

0 No PF & ESI o Only after 3 months o Pay ESI & PF
o PF & ESI included in above salary

Probation Period

o 3 months o Nil

Salary revision

o After 3 months o Next April -

Employee company

Designation

Site

Date of joining

Report to

Commitment

Committed to work for at least yIS.

Documents required

o 4 photographs
o Copy of school certificates

o Copy of degree certificates

o Copy of drivers license

o Copy of passport

o Fathers employment details / Copy of ID card.
o Surety from
O Surety from __
o 1 yr bank statement
O Reference letter from
o Service Certificate from

o Other
o Other
Remarks
Approved by Manager - HR & Admin. Approved by Managing Director
Date: Date:
Sign: Sign:
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Modi Properties & Inv. Pvt. Ltd - New Employee Joining — Check list

Name: Joining Date:
Designation: Division:
Company: Prepared by:
Site/Project: Sign:
. Status
SI. No. Description Yes / No/ NA/ Done

. SSC Marksheet collected?

2. | HSC/Inter /Diploma Marksheet collected?

Graduation Mark sheet//certificate collected?

P.G. Marksheet/certificate collected?

Experience Certificate collected?

Proof of salary of previous companies collected?
( Salary Slip/certificate/ Form 16A)

Relieving Letter collected?

4 Passport Size Photographs collected?

2 Postcard Size Family Photographs collected?

10. | Residence Proof collected?

1. | Photo ID Proof collected?

12. | PAN Card collected?

13. | 2 Reference Letters collected?

14. | Blood group certificate collected?

I5. | Employee ID Card form filled?

16. | Bank Account form filled?

17. | P.F. Declaration form filled?

18. | E.S.I. Declaration form filled?

Task to be explained?

1. | Send introduction email/inform through viber to staff
2. Desk - Prepare employee work area or arrange Desk
3 Laptop - Arrange computer access/laptop

! SIM - CUG Airtel new connection/portability

. ibile phone — check / provide

" 14 in Groups

nloyee email 1D

L L ards

s Uniform, wherever required

10. | Office Rules : Timings, leave policy, & uniform etc., as per circulars

Remarks:




RESUME

K.NAGALAKSHMI

Ameerpet Mobile : + 91-9966685649
Hybad500016 E_mail:kadelenagal23@gmail.com
CAREER OBJECTIVE:

1 am looking forward to an opportunity where I can utilize my skill in contributing
effectively to the success of the organization and to improve my personal skills.

ACADEMIC PROFILE:

MBA from Bharat P.G College for Women (2014-2016)

B.com (computer) from Govt. Degree College for Women (2011-2014)
C S E from Deepshika Junior College (2009-2011)

S.S.C. from Board of Secondary Education in (2009)

TECHNICAL:

. C Language

. Web Programming
o SQL Server

° Tally
OPERATING SYSTEMS:
° MSDOS

. Windows
STRENGTHS:

. Leadership
. Hardworking

. Confident
. Dedicative at work and good communication skills.
HOBBIES

. Playing Game

. Listening Music



:/

PERSONAL PROFILE:
Name : K. Naga Lakshmi
Father's Name : K. Venkataiah.
Date of Birth : 05-01-1992
Gender . Female
Nationality : Indian

Languages Known : English ,Hindi and Telugu

DECLARATION:

I hereby declare that the above mentioned information is correct up to
My knowledge and I bear the responsibility for the correctness of the above
mentioned particulars.

Place :Hyderabad
(NAGALAKSHMI)
Date:
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Andhra Pradesh, 500016

.

K Naga Lakshmi

4 3233yt Year of Birth 1982
% Female
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GEM MES
. MOTORS (INDIA) PVT. LTD. - .

S A
Caring for Customers
Authorised Maruti Dealer ’

Date 04.06.2017

TO WHOM SO EVER IT MAY CONCERN

This is to Certify That Mrs. Naga Laxmi was appointed in M/S Gem Motors [ Pvt Ltd., as
a EDP (Data Entry) on 01.09.2016 and that she worked here up to 31.05.2017.

During the above period her performance was found to be Satisfactory

We Wish Mrs. Naga Laxmi all the best in his future Endeavors.

Authorized Signatory,
Mr-fogb..
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Hyderabadys00085

Plot No: 506-B, Raghavendra Society, Kondapur, Hyderabad - 500 084. Tel : 040 - 40302525.
# 2-11, Beside Maisamma Temple, Hydernagay, Hyderabad - 500 037. Tel : 040 - 40356070.
Visit : www . aemmaruti in
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CONSOLIDATED MARKS MEMORANDUM

'T=620123

st

EXAMINATON: 0 (Comp.Appl.) (YWS) MARCH/APRIL 2014 -

0

STLAR STy

&35 NAME : ROLL NO. :
ol KADELE NAGALAKSHMI 1085-11-405012 g
FATHER'S NAME :  KADELFE VENKATAIAH .
MEDIUM ENGLISH é
MAX. | PASS | MARKS |YEAR OF
ART.) SUBJECTS MARKslMAnKs SECURED | PASSING %
_ g
100 38| 61| A12 3
100 3s6| 51| A12 §
g
;
TOTAL MARKS SECURED IN PART | K
IN FIGURES :
: 100 356 4% Al3 233
2 IN WORDS :
4 vmusu 17 SEC-LANG) 400 38| T2 | AL3 le% TWO THREE THREE #x
g PARTIDIV: SECOND
PART i SUBJECTS THEORY MARKS | PRACTICAL MARKS i’g
N MAX. | PASS | MARKS |YEAR OF | | MAX. | PASS | MARKS, [YEAR OF
MARKS|MARKS| SECURED | PASSING | |MARKS|MARKS SECURED:| PASSING
T0 75 31 Al12 20 11 29 | ALIZ2
70 pri= 30 ALZ2 30 11 29 | AlZ2
70 25 42 al2 30 11 25 1 ALR
70 25 34 AL 30 11 30 ALZ
70 75 =19 AlLZ 30 11 27| A12
&0 i8 20 AL mme= e mz= | moms
QQAADV%NCED ACCDMNTING 70 25 46 813 36 13 2&: Al3
x; BLISITNESS STATISTICS 70 25 29 Al3 30 i1 29| A1l
'ﬁM,FIN SCRVICES*B&INSUR. 70 25 31 Al 30 11 291 Al3
L_:TAX&TIBN 8 70 25 30 Al3 30 11 30| AL3
g . 70 25 34 A13 30 11 22 Al
1 00 345 57 Al e seam = ssmue
70 °n 2% Al4 301 11 30 Alg
70 25 41 Al4 30 11 23 ¢ Al4
CORPQRATE:ABCT. 70 25 a9 Al4 30 11f 0 291 Al4
BUSINESS LAH 70 25 28 Al4d 30 i1 281 AL4
R { ) 25 39 ald 30 it 28 _A14
70| =28 32| A4 30| 11| 30| Ala
MaN . ACCT. &CONTRDL 70 25 47 Ald 30 111 271 M4
28CI . AND CIVI. S0 i8 36 Al4 = ma= semm | zammms
P
. S-SUR e g
* TOTAL MARKS IN FIGURES : PARTH DV - e '
A ) ] 1083 . W .
- SECURED IN PART Il } N WORDS : w% ONE ZERD i
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= . *|NDIAN HENITAGE & CULTURE AND SCIENCE AND CIVILISATION MARKS ARE NOT INCLUDED IN THE PART il AGGREGATE AND DIVISION.
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it iatheared for COMPUTER SCIENCE & ENGINEERING (CS.E) f
vocahopal coarse and passed at the intermediate Public E.xammmus hdd'tn W
hﬁm ‘witn ENGLISH asth:mcﬁtumcfmsﬁum a
‘_l‘.hgrsuhj_ects in which she | .s examined and the marks ma'det} '_ iis des* 3
Subject I"laximlml ﬂarks |
Marks Secwred §
PART A 1
ui ENGLISH PARER -1 L 2 H
02 GENERAL FOUNDATION COURSE 075 7 ;_
THEORY i
PARTB .
T COMPUTER FUNDAMENTALS AND PROGRAMNING ¥ 'C* 080 21 3
12 P ¢ SOFTWARE TOOLS 050 18 f
13 FUNDAMENTALS OF ACCOUMTANCY & BOOK KEEPING 050 3
PRACTICALS
Py ENGINEERING DRAWING 050 45
22 PROGRAMAMING IN'C' 050 a5
2 INTRODUCTION TO WINDOWS & M S OFFICE 050 48
3 ON THE JOB TRAINING 150 48
SECOND YEAR
PART A
§1 ENGLISH PAPER - I o75 &
52 GENERAL FOUNDATION COURSE 075 z
PART B THEORY
&1 DATA STRUCTURES USING 'C' 050 pey
§2 RELATIONAL DATA BASE MANAGEMENT SYSTEMS(RDBMS) 050 3 |
63 0ATA COMMUNICATION & COMPUTER NETWORKS 050 82 i
2] DATA STRUGTURE WITH 'C' . os0 a4 2
T2 sSQL & DTP 050 43
b ] INTERNET & E.MAIL 080 1]
BARTC
81 ON THE JOB TRAINING 050 o |
ENVIRONMENTAL EDUCATION
Total Marks
In Figures
In words
AA A AL
1‘ ﬂ( : fll-r? - i : i b"_. gl
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CERTIFIED THAT  KADELE NAGALAXMI | B §
D/O KADELE VENKATAIAH bearing Rall No 09 03126643
KANYA GURUKUL HIGH SCHOOL AMEERPET. | HYDERABAD

_helongs to
hias appeared snd PASSED SSC EXAMINATION tickd In MARCH 2009 I SECONU
NATE OF BIRTH 05/01/1992 e _ S 5
\ | zmomve | JAMUARY | m&mmsmuemo
TR AR ,a.'\fn"i., g '__' T s e e i

e 2 s i 0O BB 605 R 00 RD RRDRED L PGS

THEQA
FIRST LANGUAGE  : (TELUGU ) " = e,
THIRD LANGUAGE ENGLISH ‘ 44 FOUR FOUR {
| MATHEMATICS : |7k o O

GENERAL SCIENCE e o0 SEVEN

SOCIAL $TUDIES - _* 53 FIVE THREE

i e ‘ | om TWO EIGHT ONE i

SECOND LANGUAGE : ( {INDI e g SIXFOUR

T I~ 2 | s |THREEFOURFRE =

Life Skifis Education
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