Details of Appointment:

+ (For office use only — Do not write on this page)

Salary

6, g«sﬁj/

Conveyance

& Included in salary 0 Extra Rs. per month

Mobile Allowance

ZNil O Rs.

per month.

PF & ESI

O No PF & ESI Only after p months O Pay ESI & PF

Probation Period

3 months O Nil

Salary revision

O After 3 months [E’ﬁext April

Employe
conf[l)aiye W\P |pL-
Site
Date of joining 3[ Q—IOE
Report to Shon bee M&j
Documents 2 photographs\/l
required T Copy of school certificated ~
U Copy of degree certificates—
O Copy of drivers license
O Copyofp ssport ’
B%M;ggployment details / Copy of ID card\/
G Reference letter from QMb Teoun -
\rReference letter from <5 b webs  Cowpnah (I Aosp b )
& Reference letter from [l e ton lobe¢ .
[Other J\M-\,!\ &%M‘v Cotio~ i b
O Other ‘ ]
Remarks ($o Mg)

Pors onal Se,wv‘wrg

Date: __lﬁg{ﬂ__
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Remarks: (For office use only — Do not write in this box)

> (Lo Bnp UM :
L ondred f%/\f‘c/& UW% Qo

T

BlO-Datirl'
Note: Attach copy of Resume / Bio-data

Application for post of

Stevelany -

Date of application

Jo- 09 - heof

Personal Details

Name K. - Aeung

Age 33 4earh Date of Birth | 0f-02- /9374

Fathers Name . An%an eilie

Address for NDO- /e karfuna Maﬂ«w\ 1
Correspondence d /8 %/6/ ) relli ‘/ AN prtrede—

/V)a.[fZﬂ/%Ju #qderal.:e‘_a[ 500 04 1. —

Phone no. for
correspondence

-
3090990 — C (Zxa’*WQ””

Permanent Address

—_— DO_—.

>

<

A

Education

Degree

R-A-

Name of college

Kastun ba Gzan@% &/ML JFr Lomun

Location

mmm

L*Year

1994 l Medium of | lnstructlon j .Erg LII/L —
14

Degree

o

Name of college

bLocation

/? car

B
| Medium of Instruction |

Name of Inter/ Jr. College |

Jeardun ba O\AMIJM 600‘»@4.‘

Location May ved pally . |
Year 1999 — /970 | Medium of Instructlon | trliyh . —
v
Name of school purq_q A AW.A +9h S eLool .
Location mq leeef PN
Year 1989, ° Medium of Instruction |  Ehglifts _—
NITE
- S Bungfir -
o [2omnasn=>t NN
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Other courses or
training

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

Computer Skills

Other:

MS Office: & Excellent O Good O Avg. O Learnt but never worked on it 1 Nil
| MS Word: & Excellent O Good O Avg. O Learnt but never worked on it O Nil
MS Excel: K Excellent 0 Good O Avg. O Learnt but never worked on it 01 Nil
Auto CAD: O Excellent O Good O Avg. O Learnt but never worked on it O Nil

Two Wheeler .

| Make ] — | Year 1
Family Details Name Age | Occupation )  Company
Father fn mnu,a_,ba £8 pocliv ( Aé)vj(}/ !
Mother Kamemwans 60 | Hown wide
Wife7Husband | puabhy ~ 135 | Atrounlink (omstweehion fompans .
Brother / Sister | sahsh 29 | TJeam ftadte |« HDFe
Brether / Sister Sarada 34 |\ Avchilod Lank. (sa
Bretirer / Sister Vana o, 2% | H-wide
Brother / Sister j,ﬁlmtvfu.d va | 94~ Inandéwl Kirla_Sun fife  Tnaurse
Salary Details L |4
Last Drawn Salary 74500 [ — }
| Above salary ESL: & Yes B-No PF: €7 Yes B No
Included .
Conveyance: & Yes O No Moblle Allowance: B Yes O No
Expected Salary N(goﬁ%LL,——
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Experience & Employment Details

| Years of experience in relevant field

2 N |

Brief Description of work

TaltH  piclatng, ey Profut repocly
o\nd&td,hmfb Jo banlC -/OVJ'L*—/)“V?“‘}L 5

/cvrn leans (,g AT I(Cm7 Co.p/&.[ [I/m /ﬂ“l""“}

’S,l/& 117 d_a.L/ Touhac .

Reason for leaving dut S maniage. ——>
7
" Remarks: -(For office use only ~ Do not write in this box)
N

Name of Company Shwdra tomplin Aimilid
Duration of employment | From date: | Jam 43 | To date: | pee oo
Location Panecide v
Designation D -S. -
Last drawn salary Aooo }/—- ~ ‘

Brief Description of work

Hﬂ.wu.n? dwy oo torver pondlence_ ary olitatzol

people 4y malecnyy Quotahon) He ¢ 'Ho7 .
Sd«/-unmondz iy 3 grarel Litoeap T

monthly (¢ ale J(:.b.mzn/:) ?/[ }EJL Sladoninkp

.| Reason for leaving

’6 belle, PNJPC&@ —

Remarks: (For office use only — Do not write in this box)
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Name of Company Rant_ 7eam _ Lomed lan# -
Duration of employment LFrom date: ffan gty [ To date: i Mag gy «@2/’»
Location B v '
Designation (Sllnoq refhe,

Last drawn salary 2506 ) —
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Name of Company N ornboney Almilial

Duration of employment From date: | Jan Jani | NoV',Zoné
Location - Y PPV Y
Designation ST Z 3¢ evrlan

Last drawn salary bnbn ) —

Brief Description of work - ovd inafs R (an:;dq%v{‘?mn[ﬂ feadr
prfaving Pirksnt Ordia F Inyoite .

Tnbond “anerPordunte dh Afathry  monthter

Jadey g o7 §lalments PEBLST Recondy. ”

Reason for leaving S 4, fJutbuliepin maendal .
T

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

\ .
Name of Company Swye Jawmi (ottor Milly Limled
Duration of employment J From datei Tav et l Hitl y o/
Location PavediSe -
Designation Sling 182 ¢cvelasy
Last drawn salary 7400 ) — K

Brief Description of work | Dy feshbn Proyrar), Deyelop m,‘ﬁ'/ ,
Stodk, pwg7 Suppork #S mavlth Al

Aovliny aflic Gavelling 9] CEO , guolting
7&!(/&/2 anel fold Btepmedalron ,
Inlimal CorvepPonds *’b—/«bhr7%mw7¢.£-m;[4 |

Reason for leavin ﬂ [ E .
& ﬂw’riﬁm%w 1 —

- Remarks: (For office use only — Do not write in this box) 4
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RESUME

ARUNA KHABHAMPATI VOICE: 91 — 40 — 30909901

Well organised and highly analytical. Like to take up new chalienges 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 Consuitants (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 pharmaceutical

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 maintenance of office records.
Providing support for the Marketing department by making quotation for the
enquires received from the customers.

Self-correspondence & general follow-up.

Coordinating with inter departmental heads.

Preparing purchase orders and invoice.

Intemal correspondence to the Factory.

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

P.F. & ESI statements.




EpucATIONAL QUALIFICATIONS

Academic:

Technical:

Computer Skills

PERSONAL DETAILS
Husbands Name
Date of Birth

JC-founs-
(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.

Intemet, E-mail.

Having accounting knowledge in accounting software Focus
Version 5.

Sri K. S. R. Murthy

06 February 1974




Emergency Contact Phone ; 040-30909901 Blood Group : O+ve

Residential Address :

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

1197

MUKy

Secunderabad - 500 003, A.P, INDIA.
Ph:27819856 /7 / 8 Fax: 91-40-27846854

Code - AA1197
Name : K. Aruna

Designation: Stenographer
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issuing Authority

Surya Towers, 6th Floor; 105, S P Hoad,
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