Details of Appointment: (For office use only —

Do not write on this page)

Name

K. AevrA

Salary

13884 |—

Conveyance

A Included in salary o Extra Rs.  —aArA -

per month

Mobile Allowance

o Nil uRs. _25p per month.

PF & ESI

|0 No PF & ESI o Only after 3 months o Pay ES1 & PF

Probation Period

w3 months o Nil

Salary revision

o After 3 months e Next April - 9912

Employee company

Saligh modi Alc.

Designation

p.A to Saksh Mt

Site

'3464)) oL fice

Date of joining

SINN— 2012

Report to

Saksel red;

Commitment

Committed to work for atleast 02—  yrs.

Documents required

Ler4 photographs

Le7 Copy of school certificates
77 Copy of degree certificates
/Tj/Copy of drivers license

o Copy of passport

01 Surety from

o Fathers employment details / Copy of ID card.

0 Surety from

7 | yr bank statement

2 Reference letter from

Reference letter from

o Other

o Other

Remarks

—D E%-Woyw

o toovikesd tOHK Wiocki ProporBel dfhon Jeot to y/’f"wll

Approved by Manager - HR & Admin.

\/i/]/
Approved by ManWty‘t@F

Date:

@ﬁ, H-ret) Date:

Sign:

Sign:

P
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Remarks by Admin.: (For office use only — Do not write in this box)

Background — Personal HGood 71 Average 71 Poor

Background — Work ~tGood 1 Average 1 Poor

Personality 1 Good | Average "1 Poor

Appearance A Good 71 Average 71 Poor

Communication skills 1 Good "1 Average ! Poor

Recommendation 1 Employ 1 RejectyrShort list & decide later
Recommended salary l

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

Relevant experience “1'Good 1 Average 71 Poor

Knowledge of subject “1Good 71 Average 71 Poor

Recommendation T Employ 1 Reject 7} Short list & decide later
Recommended salary

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

Recommendation 1 Employ "I Reject 1 Short list & decide later

Recommended salary

Offer Details

Salary offered Date of joining

Remarks:

Page Sot'6




Bio-Data
Nete: Attach copy of Resume / Bio-data

« N N I~ “‘ﬁ—mu-——ﬁ-_;ﬁ;
Application for post of ,Sgcw,% . ?

Date of application

0 -Jo. 201 -

Application through I} Advertisement O Referred by:

Personal Details

Name K. Q Lunh) » !
L PV ML B RN E VA
Fathers Name MV\?/@F&L(&( }
Address for

Correspondence /9[@# ﬁi?_;_iﬂiﬂd&qﬂ AL

AL 4 |
S WLDMMM&@ [,@L;zyu./ H"M@/@éwp J)} ,/1

Phone & Mobile T 1ol 238

Permanent Address Ste ah aluve -

Education
Degrec (PGY AP »
Name of college Jad b Lo @&ncéfu' lellig,
Location 7
Course type YB’/Regular Course 0 C()uespondcmc Course
Ymhw /49 2, Medium of Inshudlon : P
Percentage marks (2 «]’- Category SCLSF/BE/ Open
Degree
Name of college -
Location Ny
Cousse type 0 /Régular.cours.e | 0 Couespondence Course
| Year of completion / I Medium of Tnstruction l
Percentage marks a

Name of Intex/ Jv. College ‘ Mhm La. 6\6’»\ éﬂ'b\ | CGCLQ%/L

Location m/«"\td W . '

Year 1904 - 9o | Medium of Instruction ]

Name of school

Lovcga Bhavar' HGh S ool

Location

el l0f 95m

Yeat 14 64 | - Medium of Instruction l

ZI
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Computer Skilis

Description of other
courses ar training

MS Office "~ | Good O Average [ Poor

MS Word A" Good [ Average [1 Poor

MS Excel [#Good O Average [1 Poor

‘Auto CAD 0 Good O Average [ Poor
| Other

Two Wheeler / Car

LMake ’ | Year
Framily Detals MName Age Occupation Company
Father "zf gn ‘ic\i'\l% v DO(,@Q;
Mother L. Copnistd en down - !,4 . -
Wi Husband k- S- m u)LUw Sy A chmcvﬁf_ Va “’J"'] pgu_;é\&;;

Brother / Sister A

Brother / Sister Latd=vas & '

Brother / Sister

Sefl / daughter - Prvaltiien k™

M/ daughter

Bon/ daughter

Salary Detaily
(Copy of 1 yr bank statement form salary account will ha

K

Last Drawn Salary

Does the above

: ve produced at time of employment)
Lo 2 s —

salary include:

————

Expected Salzﬁ'y

5,

L PV N

Suret;
Can you provide 2 sureties from Govt,
reputed companies?
Surety 1:

Name

Designation

Surety 2:

Name

Designation

Commitment

Can you commiit to work

for a minimum of 2 years?
.

Page 2af ¢

employees or employees of

ESI: 0 Yes o No PF: 0 Yes 0 No
Conveyance: 0 Yes o N Mobile Allowance: 0 Yes 0 No




me of Company

—_—
Duration of employment
S

Location

7)esigxxal ion

Last drawn salary

Brief description of work
handled by you.

Reason for leaving

Mw
Number of employees in

the company / branch?
——ompany / branch? |

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

Faperience & Employment Details
Years of experience in relevant field

e

|

Na v

| R U (omtelliofi |

.

yrs | From date:

/:( To dafc:j M ’q?
_“%mmﬁ.
S’&hb 5»@ P*\Lx
25— q
Number of employees in
your dept. or division?

pllept Loy

op—f @Li“iﬂ@&fi‘f‘iﬁ#¥
BAYAD  andl  Spdmilig o

Carme & Lanfe

e o mrw mﬁé& o

Name of Company

Suelha (/L\w{?uﬁ: ¢

Duration-of employment

5 Frerm dme 77 - : N
g yrs | Froin da;l‘e. ',\ Jﬂw ‘fg] To date: mW‘ yos0

Location Deondse . ; ‘
Designation 3o ‘)m/)/“’fi .
Last drawn salary ';[i‘ﬂw ‘,, ,
Number of employees in Number of employecs in
the company / branch? our dept. or division? | a
Brief description of work ﬁf«v’d et Cens narvs - ; Handiig  dag i, z{ﬂw/
handled by you. : "

Ly fingined a) dicteldd !ggg(,u;ah‘?—‘» Meih _L”ﬁ:::_

B g ywerdh -

Reason for Jeaving

b Ll Pros feeha)

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

s&wt/»« Qtnn, col?on milin-

Duration of employment o) yrs l From date:

To date: - | ﬁ,@@?@@/@
| Location ~ VW

Designation i /Sf}‘%/lz\,@

Last drawn salary TSpm /
Number of employees in
the company / branch?
iBn’iet~descrip§iotx of work Yarh _ mstldy  comjansy /’wrclvm%/) LA
handled by you. ‘Tn % MM’W M i HC Uld_ :{ ’} ’)’wb{ c%vum

Number of empioyees in
your dept. or division?

Reason for leaving M - (;Jf /‘.u‘ﬂ\f’l .
Remarks: (For office use anly — Do not write in this box)

D“\L/bo Le«.h M;%/__w %’Q—ft‘-# hhhhh it SR

[ Name of Company

Mockl e pechizy & %W@L fy)/‘/— Lrel S

"Dm‘ation ofemploymént 23” yrs { From date: r/‘ ?D  Todate: 1 37

Location Pril /‘4*4 Mu Red>
e +=> MBS

szast» drawn salary ¢ o 0 [ o
Number of employees in \)\%’/ Numbel ofem loyees in

{he company / branch? our dept. or ¢ 1v1smn“7
BBrief description of work .

( ; @ B anney
handled by yon. londbruch A

Pesignation

Reason tm ]cwmg

\

Remarlks: (For office use only — Do not WTits in

this box)

;-I,S'k Jor additional sheets if required. o
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RESUME

ARUNA KHABHAMPAT! VOICE: 91 — 40 - 309099011

Well organised and highly analytical. Like to take up new challenges with positive mental
attitude. Aspire for a career in Secretarial Work, where | can apply knowledge and
experience to good use.

PROFESSIONAL EXPERIENCE:

Worked for M/s Rank Team Consuiltants (P) Ltd., a company involved in Project
. Management, Project Finance and Quality aspects having tie-up with World Bank
Asian Wing, during the period from January 1994 to May 1997 as Stenographer.
Apart from my regular secretarial work | was actively involved and used to assist
the consulting team in preparation of Project Reports for various companies and.

Worked as Personal Secretary to M.D. in M/s Shweta Computers Ltd., (Hardware
Division) from January 1998 to December 2000. .

Worked as Steno/Secretary in M/s Nectar Laboratories Limited, a phamaceutical
Company promoted by Group of NRIs and co-promoted by IDBI from January
2001 to November 2003.

Presently working in Suryalakshmi Cotton Mills Ltd.,

Job Profile:

Handling day-to-day correspondence as dictated/advised.

Taking Dictations, typing, systematic maintznance of office records.
. Providing support for the Marketing department by making quotation for the
enquires received from the customers.

Self-corespondence & general follow-up.

Coordinating with inter departmental heads.

Preparing purchase orders and invoice.

Internal correspondence to the Factory.

Monthly Salary & OT statements of corporate office & factory.
Monthly pay slips of the Employees.

P.F. & ESI statements.

¥

Y T A S e

2y

e,

i

| s e,






EDUCATIONAL QUALIFICATIONS

Academic:

Technical:

Computer Skills

" PERSONAL DETAILS
Husbands Name
Date of Birth

JC oo
(K. Aruna)

Bachelor of Arts from Osmania University, Hyderabad
(Kasturiba Gandhi College for Women) in year 1994.

Shorthand 80 Words per minute.
Type Writing (Higher)
Diploma in Computer Applications

Proficient with computer applications like MS Word, MS
Excel, Power Point.

Intermnet, E-mail.

Having accounting knowledge in accounting software Focus
Version 5. -

Sri K. 8. R. Murthy

06 February 1974







Emergency Contact Phone :040-30909901

Residential Address :

H.No. 18-418/1, Malikarjuna Nagar,
Hyderabad - 500 047. '

0000AA1197

L

T

Blood Group : Q+ve

u/{”*?r - Secunderabad - 500 003,. NDI,
S Ph - 27819856 / 7 / 8 Fax : 91-40-27846854

Code : AA1197
. Name : K. Aruha

2% Surya Towers, 6th Flgor, 105, 8

| Designation: Stenographer

"Road,

AP, INDIA,

_———ﬁ;/m

Issuin

v
g Authority

i
'
§
i
i







—

s Tl 7o 0

Note: Attach copy 0[ Resume / Bio-data

| Application for post of

Seevelany

| Date of application

Jo- 09 - heof

Personal Details

Name

K. AeunA

—

Age

22 yeal l Date of Birth l

Fathers Name

LA nUfan eyl

0f-02- 1934

Address for

w~No-"yg. ) kar[una N&ém/\ \
Correspondence #: }6 %/6/ - M ‘/ ()\)\NJV&W e
Mol o] oini,  thydecabacl - 500 oL 7. - E\

v B N
Phone no. for . Qu\,w 2 G
correspondence 3090990/ ( (e
Permanent Address

— DO —

Rem«n ks: (For office use only — Do not wiite in this hox)

WO s U Bnpot  Uadhoend L
] > Lo olrend Aness  ~ridc Ufhoddag Cofomd,
@@ >~ RN P AEMQE,JL v
U,@"/
! _
(j/\,\o‘ﬂwl
\q‘) Fducation _
O)\ MA Degree R-A
" Name of college N _@fun ba Oandh /fc/,&/q,a For Lomun
(*) o Location Maned Pally .
w A L Year /39;%;_ L Mcdmm of ]ns(mdmon \ Engligh,
b ]
/\\l%vi(\g/ Degree - !
o Name of college -
. I 4 _ocation |
M@g(/ﬁ’car | Medium of%]nstruction ]
by | Name of Inter/ Jr. College | Jtardur boa c\ﬁmﬂ‘; VL LS o
N Location Mmay ved pally .
Year 1980 — 4990 [ Mediun qunschUon l Ehgliyh .
T
Name of school [)uqu ﬁﬂ\;;zu -*Hi‘ﬂ\ Sdgo( . ,-
Location mg{aa»r n ’ I
Year B 19479, ° Mudmgn (_)t lnsumtmn | it
NIe

g//we, /1‘)
Sthoa

S/W
>

\ D
\

(<ot

e &”X{”V;y‘
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“Other courses or o

training
Remarks: (For office use only — Do not write in this hﬁ’i_ e o
e e _— — -
Computer Skills
MS Office: €1 Excellent O Good 17 Avg. [0 Learit but never worked on it O Nil
- MS Word: € Excellent O Good 0 Avg. [0 Learnt but never worked on it O Nil
MS Excel: & Excellent 0 Good 0 Avg. 01 Learnt but never worked on it 0 Nil
Auto CAD: O Excellent [ Good 1 Avg. I3 Learnt but never worked on it I Nil
Oter: . i
Two Wheeler
| Make | - | Year R
_ﬁllib’ Details | Name /_\gcﬂw Occupation |~ Company
Father ﬂn anu,u.,(,« £8 Doy (ﬁ@vx’u !
Mother Kamewvan, | 6o | Houw wid
Wife7 Husband | pm - 35 Altounlda | foribuchon [;,,,,;qrw
Brother / Stster Sabsh 129 Jeam fLeaolin ¢« HDFe
Brather / Sister Saoada | 34 |, Mvehiled . Mank legm
Brother / Sister Vana e 2% | H#uwide |
Brother / Sister M/,a‘;g,,(jlﬁ_ . mana,é«q ] Lirla_Sun fife Tnismrie
v
Salary Details — | L
Last Drawn Salary 7] 500 [ - h
| Above safary ESI: & Yes B-No PF: €7 Yes @ No
d
nclude Convevance: @ Yes O No I\lyloblle Allowance: B Yes O No
 Expected Salary N(g,o.{-ra,@LL,— E ]

l
Remar kS (For office usc only - Do not write in this box)

—> ) /\/\/") L eenny  (F LQ ZL‘/A]& € MU

ol = Farat e
— - Y

2
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Experience & Employment Details

I Years of experience in relevant field } l\ YL B Z) @mp@u\'u& . )
Name of Company Lant_ 7esm  Lomsed lan ] -
Duration of employment } From date: } Tan "aly ] To date: ’ mag g 4 e:ga/w
Location Ha} WWA o v '
Designation S(lnoaﬁa_ﬂha
Last drawn salary 2506 | ——

Brief Description of work ddmv piclatun, h)dt‘)i'? PYo juf rqﬂ()r/n
‘ and Ja.ém:/f; Jo banlC kv%/)av?@k o
Tovm bans Vg mor(a Capilel lindla. .éualwkﬂl

A5 duy P dady %wf\u_

| Reason for leaving dut S mariase, =
7, 2

" Remar kS (For oflice use only ~ Do not write in this box)

Natue of Company 1 3 welan &MPJ(»/) AIM/[Ld

Duration of employment J From date: ] lan 43 l Todate: | Pet “Jpnd D/Y)/\A’
I ocation Daraeli e - ‘ ]
Designation ) p-S- -

Last drawn salary Anno )/ ‘

Brief Description of work .Handllhf) du,,l o Zorveh Pondem ary olitatiol
Splimatic mainlenance of suovds- Suppor manlehs
pople ¢ by alcingy Quolhiony Hor b Ha engrdnio7 -
Stbomeondense | § gerargl dollocs—cop.

mondhly g alery Slalimanh 79 LE. jggjj, Slakenink
Reason for leaving ,ﬁy Lefle, PNJPC&M — ]

™

|
: i
Remarks: (For office use only — Do not write in this box) o !

s
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e

Name of Company | N Labsabonn A miliad
Duration of employment } From date: ! mn JQOD_H. oV Jonf,

Location ] “55 o N, ragan
Designation Slne / 3¢ r'mlam
Last drawn salary R _éaon } o

Briel Description of work | (o~ ordinating eoilh Tnb:;dxfdff‘rmn[ﬂ AMJ!&)
prpusing Piskesc brden f Tnooile.
Inl@md oweyfandente & Aferhrry manﬂ,ui

Jal(vtl g o7 Slebmendd . PL.3 LT Reconls
e | G 4 el et

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

L ‘ B
N
Name of Company Suvya dawa” Cotton millS Lol
Duration of employment l“lom date: LJ_@L&'OQL Hitl dndi
Location . Pam.al [Se. _
Designation b Sliwe s BC.Y(JMJ
Last drawn salary 14Do j —

Brief Description ol work Pvu,{tu,hbn Perarn/) /)AA/JOPW"E
6%(1/7 Phdcf&ry J{_,_P?or/’* .f\) han/Clﬁ/"] G&p/’
Aovlds) aflés Oavelling 9] CEO, foolriny
7</1'C[CU‘5 anel Loltd .Aaumod,c\,(q@v

Inlimal CorveiPindence vt'tﬂJW7 Fhwupl, Fovrasly

)AL(JV Fo bomasa WV)J_\QMCL_._{E

- Remarks: (For office mconh Do not write in this box)

N

2 BM = (Jg'«(gf lé\k’(ﬁt‘/ﬂ S NAY l:(, L/ / r%\n»\/\ .

Reason for leaving




