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2231101980 3

Application through

Eﬁdvemssment OReferred by:

Personal Details

Name ANAR A AN GODDE LA A

Age AN Date of Birth I -—,6 —lag
Fathers Name Laly (9 @L'I\MJQDQ

Address for

Correspondence SFM “! 0 - 2w, ZDWW ‘A‘Thf\bvmm/h
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training

Remarks: (For office use only — Do not write in this box)
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Computer Skills \/

S Office:  Excellent / Good / Avg. / Learnt but never worked on it / N#—
MS Word:  Excellent/ Good / Avg. / Learnt but never worked on it / Nil
MS Excel: Excellent / Good / Avg./ Learnt but never worked on it/ Nil
Auto CAD:  Excellent/ Good / Avg. / Learnt but never worked on it / Nil
Other:

Two Wheeler
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Name
Father’s Name
Date of Birth

Address for correspondence

Educational Qualifications

Work Experience

Eow M““‘\" %C‘W

RESUME

NARAYANA GODDELAGALA
Late G. Chinnappa
01-06-1953

Flat No. 204, II Floor,

Devi Sreeram Apartments,
Nehru Nagar, Ramanthapur,
Hyderabad — 500 013.

B.A. (From Osmania External)

P.G. Diploma in Personnel Management
Industrial Relations & Labour Welfare
From A.P. Productivity Council

Knowledge of M.S. Office

I have worked with M/s. Ashok Leyland
{DCU), Uppal, Hyderabad in Admn. &
Paersonnel Department for 25 years and
relieved as Superintendent (Admn.& Per.)
The duties discharged are;

- Supervision of Office Admn., House
Keeping and cleanliness

- Maintaining of public relations with
the guests and other officials

- Recruitment and Selection

- Training & Development of
Employees and other HR activities

- Supervision of Security and Time
Office activities

- Knowledge of ESI & PF of employees
and maintaining of statutory registers

- Maintenance and supervision of
Canteen Administration

- Conducting of medical checkup to all
the employees and supervision of
First-Aid-Room and Ambulance




Salary drawn per month

Reasons for leaving

Present job

Salary drawing per month

Contact Tel./Mobile Number

Maintenance of Fire Extinguishers

and conducting of fire fighting
programmes to the employees
Providing of uniform, shoe

and other safety appliances to the
employees and insisting them to

wear in order to maintain the code

of discipline and to reduce the
accidents rate in the foundry
Conducting of Departmental Meetings
Quality circle meetings and inhouse
training programmes in order to
increase the production and to reduce

the rejection percentage

- Insisting of employees to follow
the safety rules and regulations
and conducting for them safety
awareness programmes by the
internal and external experts

Rs. 18,000/- plus benefits

V.R.S.

Also worked with M/s. Aswal Tours &
Travels and M/s. Hyderabad Hotels Pvt.

Ltd., Hyderabad for about four years
as Manager (Admn.)

Working with M/s Genius Online.Net a
Division of Niranthara Amruthavarshni

Marketing Pvt. Ltd., Hyderabad as
Manager (Admn.) from October 2006

Rs. 13,000/- plus conveyance
040-65173910 [q%z N2 46
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ANDHRA PRADESH PRODUCTIVITY COUNCIL
HYDERABAD

¢ &Rdny
AP LOg) e

THIS IS TO CERTIFY THAT

Sri/SmttKum g -—//é;“%“m has successfully

Completed the one year Post Gréduate Diploma Course of Study and
having been declared to have passed the prescribed examination in

_Aor’1988 _and on the recommendation of the Faculty and the
Board of Studies, is duly awarded this Diploma in

PERSONNEL MANAGEMENT
INDUSTRIAL RELATIONS AND
LABOUR WELFARE

He/She has been placed in Zrsl Class
Dated at Hyderabad this___20% _day of _-#6v_>1988.
Given under the Seal of the Council.

&

Hony. Secretar
AP. Productivity Cpuncil  --
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Bated oo 170 - Vice-Chancellor

OECEMBER 30, l!“.




DUCTRON CASTINGS UNIT
@ Ashok Leyland B-15, LD.A UPPAL,

HYDERABAD - 500039,

PHONE : 040-7201511,7201512

FAX  : 040-7201419

CABLE : DUCTRON

E-MAIL : all@dcu.global.net.in
WEB : www.ashokleyland.com

RELIEVING CUM SERVICE CERTIFICATF

Nowme of e ¥mploves » Mr. . Narayana
B Na, s 5855
Degigoation i the Gme of Leaviag : Snpermtendent
Fhepariment 1 Admimsiration
fixte of Joining 2 651978
Tizte of Leaving : I5-00-2007
Ransens for leaving :» Relieved under VRS
Balary T Ks. 8,3585 P M plus 1.7A, Medicst
. Keimbursement, Leave Eacashment,
Yomms & Inccntive efc.,
Conduet : Satisfactery
ot ASHOK LEYLAND L L
{Ductron Castings Unit)
"7__4——? .
V.M. CHARY) 22~ w2
Yapager (Per. & Admed
HINDUJA Ashok .
GROUP e oty

Ragd. Office: 19, Rajaji Salai, Chennai - 600 001.




