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Bio-Data
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" Personal Details ) _

DName w1, SADVTHA - |

, Age 93 g 5 Date of Bith | Q,_]L,\?L@O ;

i [athers Name ML QLianesnt A0

' Address for A\ Np o3\ ),\a R ! % W@m
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-  Location ‘Hydeaol ool WA foo -
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L -
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Location f NS 2 R Y |
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Computer Skills

MS Office: Excellent Gaod: Av ¢. . Learnt but never worked on it © Nil
“MS Word: Exccllent / Good . Avg. 7 Learnt but never worked on it - Nil
MS Excel: Excellent / G(R{ Avg.  Leart but never worked on it 7 Nil
Aute CAD:  Excellent ' Goad © Avg. * Learmnt but never worked on it © Nil

_Other:

Two Wheeler

\Make | | Year ! ]
i Famil_\; Details | Name Age | Occupation o, Company ]
| Father M- <y Poid ) @l Sodoy €
. Mother M. T b AE U 8o 0 .
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- Broutér  Sister ™M-< i e 4 _.gjm_ 1 4

Brother _Sister ' Zonssgellion

- e
_Brother - Sister
Son Daughter

Son - Daughter

Son Daughter
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CURRICULUM - VITAE

MUTHYALA SARITEHA,
H.No. 23/84, _
Opp. Devi Apartments,
Anand Bagh,

Malkajgiri,
Secunderabad,

Andhra Pradesh. Telephone: 9395386370
E — Mail : sarithares_m@yahoo.cu.in

Seeking a position to utilize my skills and abilities that offers Professional growth
while being resourceful, innovative and flexible.

» Pursuing B.Com. Final Year from Osmania University, Hyderabad.

" interraediate (CEC) from Government Jr.college, 1997 - 1999.
° §.5.C from Shishu Mandhir High School 1995 - 1996.

. DiplomaIn Commercial & Computer Practice, from Government Polytechnic for
Women’s College, 2000 - 2003.

English Shorthand Lower Grade (80 WPMj.

. Telugu Type Writing Lower Grade.

English Type Writing Higher Grade.

*  One-year experience as a Trainee BHEL (R&D), 2003 - 2004.

w orked as a Computer Operator in SPM Instruments India Pvt Ltd Co, Jan 05 to July
05. '

L ]

Worked as a Computer Operator in ERO Office Electricity Dept, 2006 - 2007.

. Automation of civil Supplies (MS Access).




+  Operating Systems . Windows 98/xp/2000.
. Programming Language G,
. Packages : UNIX, RDMS, ORACLE.

. Father's Name : Mr. M. Shankar Rao.

* . Gender - : Female |

. Marital Status : Un Married.

«  Hobbies . Playing Video Games, Watching TV.
. Favorite Color : Black

. Date of Birth : 18th November, 1980.

. Language’ known : Telugu, English, Hindi

. Permanent Address : H.No. 23/84,

Opp. Devi Apartments,
Anand Bagh,
Malkajgiri,
Secunderabad,

I declare that every thing given above is correct to the best of my knowledge.

Date:
Place: Hyderabad.

(M.SARITHA)

e
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No. 200384189

This is to Certify that

— baving completed the 3 YEAR FULL - TIME Diploma Course of study at
BOVT. POLYTECHNIC FOR WOMEN SURYAPET -
and the pass requirements in all the prescrs mmm%%ddm MARCH/APRIL 2683

s led this Diploma in COMMERCIAL & COMPUTER PRACTICE(D.C.C.P)

He/She bas been placed in ~ FIRST CLASE

Marks taken into consideration for Award of Class
(In figures) (In words)

@127¢(025%) ZERO ONE
- TWO SEVEN
: ; ZERG SIX
s . - ZERO FOUR
‘ 59 789 ZERO SEVEN
FIVE NINE

T 1498 ONE FOUR NINE ZERO

- Given under the Seal of the Board

BOARD OF TECHINICAL EDUCATION &
Aﬂmmmc ANDHRA PRADESH - @/




' BOARD OF SECONDARY EDUCATION
' ANDHRA PRADESH
?;
SECONDARY SCHOOL CERTIFICATE
. PC/35/0259694+3 ‘
y ﬂ EDTHAT—I M SARITHA W“"‘?
/0 M SHANKAR RAO S Bea,.,,g
0600961 SHISHUMANDIR H S CEM), smwa KAGAZNAG
mARCH, 1996 LM &
! ENGLISH [ as the medium of instruction
ATE OF BIRTH OF » o Lk e o
?HE ANDIDATE DAY MONTH VEAR
% ,z“n,a B0 | ONE | EIGHT NOV ONE NINE 'EXIGHT| ZERO
? T N - i - . s
! THE CANDIDATE SECURED THE FOLLOWING PERCENTAGE OF MARKSJ &
| . 'SUBJECT Marks secured Marks secured (in Words) -
;. , (in Figures) ‘ &
HIND 67 SIX  SEVEN
4 e ' :
K,Fm NGUAGE ENGLISH 42 FOUR Two 1
77 SEVEN SEVEN &
69 SIX  NINE |
— @
i 38 THREE EIGHT
293 { T%0 MINE THREE ) a
TELUGU 5% FIVE EIGHT
; R
351 ( THREE FIVE ONE )
0 ‘ o
Jf__LAA:—JA/ &
13 8- 7 4 1
Head cWNaaten U. Y 8
6hishu Mandir High Schos|
%u -KEQMMHUU-SMQQ‘ SECRETAHY ,
f§$Ue by the Board]| 2370571994, BOARD OF SECONDARY Eaucpmow_ &
s _in the certmcate will not be entertained after 3 years from the date of i issue, . @;\
Any unauthonsed correction in the certificate will result in cancellation of certificate.




WA gt geifagehed fafiee
Bharat Heavy Electricals Limited
HRINE FATHYF R fIhm gur, fosar, e - 500 093 WA,

Corporate Research & Development Division, Vikasnagar, Hyderabad - 500 093, (A.P.) INDIA.

Bifr

TRIF / Phone: 040 - 23778795, 23882217, e / Fax: 040 - 23776320, $-Hel/ E-mail: pmx @bhelrnd.co.in

/ HUMAN RESOURCE DEPARTMENT

GHOT U

Ha Gara faumT

CERTIFICATE

Ref R&D/03/R-171/PMX/2004
Date: 17/08/2004

Certified that Miss. M. Saritha, D/o. Sri M. Shankar Rao was trained in BHEL, Corporate
Research and Development for a period of one year from 09/08/2003 to 08/08/2004 as
Technician Apprentice (DCCP) under Apprentices Act, 1961.

Duringrher training in BHEL, she was trained in the following jobs:

» Taking stenography dictation, typing, drafting and filing.

> Preparation of general correspondence like external letters, internal memos, notes,
statements and periodical reports, Minutes of the Meeting, Record notes of discussion,
drafting and filling etc.

Sending and receiving E - Mail through Internet Explorer & Netscape Communicator.
Preparation of leave statement for Project Engineers and Apprentice & Maintenance
of Attendance Register of the Department.

Preparation of Various slides for Technical Presentations using Power Point.
Preparation of various Hyper Links using Micro-Soft-Word.

Maintenance of Purchase files of the Department.

Preparation of Flow-Charts.

VVVYVY VYV

Computer Skills:
Operating System  : WINDOWS 98, 2000

Languages : Programming in ‘C’.
Packages : MS-Office (Word, Excel, PowerPoint, and Access)
DBMS, Unix.

This Certificate is issued on completion of her apprenticeship training.

All\.‘__d,_&/\{
K BHI\AGAVANTH REDD?)‘B‘ I

} O
DY. MANAGER (HR) \

To : Miss. M. Saritha

D/o M. Shankar Rao R o T
H.No. 1-14-395 K. h
Sirpur Kaghaznagar ‘Dcmm .

Adilabad (Dist) - 504296.

Toed e voesy, fawE, 72 feeeft - 110 040.

Registered Office : BHEL House, Siri Fort, New Delhi - 110 049.




- State Board of Technical Education & Training, A.P.
: MEMORANDUM OF MARKS

V- - Date - 16/ O
111 YEAR (C-0@) OF 3 YEOR D.C.C.F

Held in MOR/AFR SO0

M BARITHA D/0 SHANKGAR FRAD

QD7 &A1

GOVT. FOLYTECHNIC FOR WOMEN SURYAFET

Course :

Month & Year of Exam
Name of the Candidate
Permanent Id No. (PiN)
Name of the Institution

MAX MARKS MARKS AWARDED

Subject

- Subject Re-
Code End End

i i marks
Exam. | Sessional | Total Exam, | Sessional | Total

emrorerime e

CoFEbL | EMGLISH e | — | | |— |m8 |F

® ® e o o o o o9

B CoPEge | BUSINESS ECONOMICSS 100 | — |10 | 58 | — =5 |P
| ENTREFFENELRSHIF
COFRs | & UNIX we | — i | 7@ | — 78 |F
o COFEp4 | DLELGMLS 102 — i@ | si - 51 |F
" OFRACTICALS
COFES | O & UINIX &0 | ap (1@ | =9 | I8 57 |F
b COFa6 | ORACLE &8 | 4@ e | s | T 93 |P
R CORIE7 | INFORMETION & | apn e | =4 | 9w |F
 TECHNOLOGY
COFE08 | FROJECT WORE oo | ap ipE | BB | TE gz |p
COFEOsE  TELUGU TYPEWRITING |iow | — e | se | — 86 |F

FOFER (25 WEM)

COFEEPH  ENGLISH SHORTHAND FR% T R - 1
FAFER TOL20 WM

i
pay
o

COPTioN  TELUGU TYPEWRITING |i@@ | — 1 s R
FOFER 11

COFTION ENGLISH SHORTHAND  |1@@ | — | 180
FAFER 1T(120 WPM)

TOTAL 844 166 1O | &Y % TG

RESULT FABS

isé\./ S‘l{ﬂ {ésgc_reTaW/Dy. Secretary

THEDRY : BS54 iIn BEnd Exam.

FRACTICALS: BB% in BEnd & in Total. In respect of Z090,05878,3100 & 318 404
N Mindmum in Sessionals. --POSSED EARLIER

FAES IN SR, COP-3E%0 & 2186 I8 EOUIVALENT TO TELLERT TYFEWRITING LOWER(TTL.)
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- & SECTION-IN-CHARGE

MEMORANDUM OF MARKS ug 123266
EXAMINATION :  B.Com (Y.W.5) I YEAR  March/Apr. 2006
! REF.NO.: BCOT7043898 DATE : ©1/05)2007
& NAME : SHARTTHA M ROLL NO. : GI4OZODIED
FATHER'S NAME : SHANKAR RAO
“ENGLISH 100 36 64 PASS
HINDI I 100 36 45 PASS
.................................. (SECOND LANG.)
PART II SUBJECTS MAXIMUM PASS MARKS
MARKS MARKS SECURED RESULT
INDUSTRIAL ORG.MGMT. 100 36 52 PASS
QUANT . TECHNIQUES I 100 36 48 PASS
¥IND . H.CULTURE 5@ 18 Z7 PASS
£
&
N TOTAL 2O
a TOTAL MARKS IN FIGURES :
7 SECURED }INWOMB: TWO  ZERD  NINE
RESULT:  pROMOTED

ogl] " lNDIAN HERITAGE & CULTURE, ENVIRONMENTAL STUDIES AND SCIENCE & CIVILISATION MARKS ARE NOT

S L
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REF.NO. :

SR

NAME :

FATHER'S NAME :

EXAMINATION : .

ITHA M

SHaNKAR Ral

STam,

i

YIEAR

i G/ PR IL 2004

DATE .

ROLL NO.:

U6/ QL2004

OSMANIA UNIVERSITY ya 226026

MEMORANDUM OF MARKS

MAXIMUM

PASS

MARKS

(SECOND LANG.)

PART | SUBJECTS
; MARKS MARKS SECURED | RESULT
ENGLISH 100 7 57 PAGE
HINDT T 100 T 73 FASS

PART Il SUBJECTS

MAXIMUM
MARKS

PASS
MARKS

MARKS
SECURED

RESULT

FIkAan A

BUSINESS

SOORINTIMNG I3

10

e et

SRS

41

Falll

FasE

PAGE

SECURED

TOTAL MARKS }

IN FIGURES :
INWORDS : =%

SECTION-IN-CHARGE

RESULT:

TOTAL




3 Designation : :
Code No-
Sigx‘i\ -
of the employee o o .
‘i ICIC/ sankiro.
4

406, Riveria Apartments, ” * :

Dwrakapuri Colony, ‘ 1

: Punjagutta, Hyd - 500 082. RPN

: Ph : 5546 0134, 5548 6939.
; ’
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Lk T IDEI’J%ITY CARD

13021[

1T F, Car;i No

EF SIGNAL lN&PEGTﬁR (M)

Y iy , 1
i RLy. B&LLAMP"U: .

]

a1 Furiher chewgd upto ..... ariond foonessane et srasnassens o TE Foipd

. et A

srivgat azkw‘t%mmamm AT e
Signature & Desig -atton-Stamp of the Issuing Officer.,

Sr{at afawrdl & SRR T qEAW AT R
Signature & Designa tion-Stamp of the Issuing Officet.

feeqait/ Note *

1L a1F & gz F owrf afiads &), @ wrdwat gl gra angifea
FaT AT AEC | 2. 37 UITH FT IR g wynda waw
Wy ¥ a ?’I’Tﬁﬁfﬁ@%%#fﬂ?ﬁa’% T S, wﬁwr«:‘rﬁf snfmﬂﬁ
sweafaa T 2y

1. Any changes in the designation of th.: " Jolder should be got. attested
by the Issuing Authority. 2. It is the % responsibility of -the" holder
to surrender the card to the issuing: authority in the.event of his
ceasing to be in service or_being transfm'red out ﬂf thls Rallway.

No. 04061--1,70,000—5-85; 5. C. Rly. | t




