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CURRICULUM VITAE

M.JAGADISH BABU

63/2RT, MCH COLONY,

MALAKPET,

HYDERABAD - 500 036

CELL : 92473 05588

EMAIL : mannava_jagadish@yahoo.co.in

PERSONAL PROFILE :
NAME ; JAGADISH BABU MANNAVA
FATHER’S NAME : Late.M.B.B.V.NARASIMHA RAO
DATE OF BIRTH : 10-07-1963
. MARITAL STATUS : MARRIED
NATIONALITY / RELIGION : INDIAN - HINDU
MOTHER TOUNGE : TELUGU
LANGUAGES KNOWN : ENGLISH, TELUGU & HINDI
EDUCATIONAL QUALIFICATIONS  : B.Com ( Andhra University )
TECHNICAL QUALIFICATIONS : COMPUTERS ( MS OFFICE)
SPEED - 60 WORDS PER MINUTE
ON PC

ORGANISATIONAL EXPERIENCE

1. 10 Years experience in INDIAN EXPRESS (M) LTD in the positions of
- Personnel & Administration & Time Keeping ( 1985 to 1996 ).

2. 3 Years experience in DAIRY ICECREAMS & FROZEN FOODS PVT LTD

(viz. JUMANI ICECREAMS) from 1996 to 1999 in the position of Personnel
Officer.

3. 4 years experience in PANKAJ POLYMERS LIMITED from 2000 to 2004 in
the position of Personnel & Administrative Officer.

Contd..page..2




w2

4. Presently working in BHASKAR MEDICAL COLLEGE as
ADMINISTRATIVE OFFCER

FUNCTIONAL RESPONSIBILITIES :

@ Maintenance of Company’s Statutory Records( Muster Roll, PF, ESI,
P.TAX)etc.,

Preparation & Disbursement of Employees Salaries.

Time Office Supervision

Workers Punching Card Checking ( Incoming / Outgoing )

T 8§ 9 9

Transport Vehicles Maintenance / Check up ( Licenses, Servicing,
Pollution Control, Meter Reading , Mileage )

Supervision on Drivers and their duties

Supervision on Securityb and their duties

OT Preparation and disbursement

Maintenance of Employees Leave Registers & Personal Records

Filing of PF, ESI & Returns under Factories / Establishment Acts
Liaison with Banks, MCH, ROC, Labor Depts., Electricity, Telephones,
Pollution Control, Police, Central Excise & other Govt. Departments.

9 9 9 9 9 9

Maintenance of Accountants.

Attending Day to Day Bank Works.

Maintenance of Vehicles Records, RTA & Insurance

Maintenance of AMC for Computers / Telephones and other equipments .
Supervision of Housekeeping and control on Staff of House Keeping
Maintenance of inventory / stock register.

Stationary Control.

File Management

9 9 ¢§ § 9 8 9 9§ 8§

Maintenance records of Branches & Head Office

Contd..page..3




STRENGTHS :

e Proficiency in typing on Computers with the speed of 60 words per
minute.

e Good Interpersonal Skills

e Trained in KRISH PERSONALITY DEVELOPMENT WORK SHOP

e Ability to tune myself according to the requirements of the Organisation

e Capability of handling any type of work

SALARY DRAWING : Rs.15,000/- p.m. + Conveyance

EXPECTED SASLARY : NEGOTHABLE
JOINING TIME IF SELECTED : Within 15 days .

PASSPORT NO. :

M Fbghn

M.JAGADISH BABU
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CGISTRATION '
INDIAN CITIZENS RESIDENT ABROGAD ARE ADVISED TO REQIS-
TER THEMBELVES AT THR NEAREST INDIAN MISGION / POST. '

CAUTION

MEDIATELY. ' .
PASSPORT SHOULD NOT DR ARNT OUT OF ANY COUNTRY BY FOST.

IT SHOULD 38 IN THR CUSTODY EITHER OF THS MOLDER OR OF .
A PERBON AUTHORIARD BY THE HOLDER. IT MUST NOT BB ALTS-

RED OR MUTILATED IN ANY WAY.

LOS8, THEFT OR DLSTRUCTION OF PAGSPORTS S8HOULD BR IMME-
DIATELY REPORTED TO THE NEAREST PASSFORT AUTHORITY IN
INDIA OR ({F THE 110LDLR 1! ABROAD) TO THE NRAREST INDIAN
MISSION AND TO THE LOCAL POLICR, ONLY AFTER EXHAUSTIVE
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B Indias Express -
. : L S (Madurai) Ltd. o

Vijayawada, -
L] 25-01-970

SERVICE CERTIFICATE

Name - ¢ Mr.M.Jagadeesh Babu 5
Designation s Junior Clerk ;
Department : General Administration- .
Time Office B
Date of joining 3 18-03-86
Date of leaving : 25-09-96
Reason for ' ﬁg_
leaving : Resignation S
Last salary P
drawn s R$.3,979.73 L
Conduct ¢ satigfactory.

for Indian Express (Madurai) Ltd.,

M ger.
9""/ 16-1-28, Kolandareddy Rosd, P. Box 509
s / Poornanandampet, Vijayswads $30 016
. Tel: 61351 (S5 Lines) Paz : 0066 - 61204
i Tiz: 041-8222 ENP IN
The Indian Express, Dinameni, Kannada Prabha, Andla Prabba, ) Regd. Office :
Andirs Prabba Ilinstrated Weshly, Cinema Expross. ’ Rxpress Estases, Moust Road, Chenaal 600 002
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10 MARCII 1899

This is to certify that Mr.M.JAGADISI BABU worked
with us from 23.10.9C to 10.3.99. At the time of leaving
company, Mr.M.Jagadish DBabu was Assistant ( Per & Admn. ).
Mr.M.JAGADISII BABU resigned from our cowpany of his own accord.

Mr.M.JAGADISII BABU is a very honest & sincere in his work.
fle grasps the subject quickly & does his best to do justice to
assigned job.

Mr.M.JAGADISH DABU has a very friendly disposition & shall

be an asset to any organisation. We wish him a bright future in
his future career.

for DAIRY ICECREAM & FROZEN FOODS FPVT LTD

EEV JUMANI
EXRCUTIVE DIRECTOR

5-9-38/1, New MLA Quarters Lane, Basheer Bagh, Hyderabad - 500 029. India.
Grams : JUMANTI' - Hyd-29. Phone : 237158/599658/241599 Fax (0091) - 040 - 242031 Telex : 0425 - 6316 SJ-IN
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. - » 'pPANKAJ

. POLYMERS LIMITED
/ ‘ Regd. Office : ‘D’ Block,II Floor,105,
Surya Towers, S.P. Road,

Secunderabad - 500 003. A.P. INDIA
Phones : 040-7897743, 7897744,7815895
Fax : 040-7842127

E-mail : pankaj@hd1.vsnl.net.in

June 4, 2004

This is to certify that Mr.M.JAGADISH BABU, has worked as PERSONNEL
& ADMINISTRATIVE OFFICER in owr Organisation for the period 8~
01-2000 to 4-06-2004. At the time of leaving the organisation, he has
drawn a consolidated salary of Rs.12,500/- p.m. During the‘period of his
service his conduct found satisfactory .

For PANKAJ POLYMERS LIMITED

B. CHANDRAN
VICE PRESIDENT.

Factory : Plot No. D-46 & 47, Phase V, 1.D.A., Jeedimetla, Hyderabad - 500 055.
Phones : 0091-40-3096041, 3097118
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