Details of Appointment: (For office use only —

Do not write on this page)

Name M. MadeECH KumaRk
Salary _ \O,m T
Conveyance herTncluded in salary o Extra Rs. _ per month

Mobhile Allowance

0 Nil vf'Rs. 2502'/ per month.

PF & ESI

o No PF & ESI o Only after 3 monthsyerPay ESI & PF

Probation Period

32 3 months o Nil

Salary revision

o After 3 months o Next April

Employee company

ME HTA AALD ned| HorIES

Designation

AomiN. OFFIceER.

Site

S5e0p g Vee.

Date of joining

O - ©5 .20

Report to

ASveesH o Ken CHARY

Commitment

Committed to work for atleast _&, _ yrs.

Documents required

\77 4 photographs
L1 Copy of school certificates
Copy of degree certificates
L7 Copy of drivers license
o Copy of passport

0 Fathers employment details / Copy of ID card.
L7 Surety from TaY A PrerrAZH,

o Surety from

vl yr bank statement SN Boml

o Reference letter from

0 Reference letter from

o Other

0 Other

Remarks

Approved by Manager - HR & Admin.

Date:

O7-05-2013 Date:

‘ g ) i; 2
\ o Wil e

Sign:

P 543
e Sign: 4] Y

R

CPP"’ (,g,o Com

4 be

4 )0 996}(— Page 6 of 6
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Remarks by Admin.: (For office use only -

Do not wrile in this box)

Background - Personal

[} Goodd"Average [0 Poor

Background - Work

U Coon/Average 1 Poor

Personality

A+ Good 1 Average 11 Poor

Appearance

J+Good 1 Average [ Poor

Communication skills

L Good4+"Average LI Poor

Recommendation

LI Employ LI Reject L/Shor( list & decide later

Recommended salary

lo %fgl

Me_—voik pa@kzk —

K wotdb @Mrp@b&w 4@{

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

Relevant experience

0 Good -1 Average L1 Poor

Knowledge of subject

LI Good J Average ] Poor

Recommendation

LI Employ LI Reject L Short list & decide later

Recommended salary

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

Recommendation

Lt Employ LI Reject L Short list & decide later

Recommended salary

Offer Details

Salary offered

Date of joining

Remarks:

Page 5 of 6




Note: Attach copy of Resunie / Bio-data

/\pphmimn for post ol

_@WN » Oppicer

Date of ,\pphu\lmn

/\pphmhon Ehmug_h

0

- T
7 Advertisement

“F<[12-
' \,Zf{e ferrgd by:

ﬂ_li'c[wn}l! Details

S J&u&t fmi%r

0

Name

M Mg, K omonc

Age

=l ‘f'(vg I ~ Date of Birth i

(9 198 2.

Fathers Name

02

Address for
Correspondence

g\rw NI ’Y\QLDSQK»[E;
&GMO’YM L”’

M- Bl
éﬂf"‘”

?@QJ; G\l 6 - #_,"‘Qcam

Phone & Mobile

L__
. ‘7524—653

Permanent Address

e o a%ﬂ(}S‘

Education

(l)curec (PG)

Name of college

l n(dtmn

Course lype

Year of u)mpklmn

Correspondence Course

Evl\ﬁ’lcdru;n { Instruction

Puu nldgc marks

Category

Degree

Nanme of college

Location

“Course lpr

Tt Regular course W Correspondence Course

Year of mmplcllon

Ter centage marks

; Qf [ Medium oflnstmlclion l 6“‘%(!‘&6\
@l;"/o ' \)

Name of Inter/ Jr. College

| Yafimad o Rebad -

Location

{V&m%m@

Year

) 2. ]—Meﬂmm—ol Instruction J g“ngL

Name of school

I mdlum

Pﬂ‘o@?oqmmf H Z(C Sebal-

I‘Tﬂi

/MvrﬂemﬁaQ . o
Medium of Instruction l C'/V\‘i‘hﬁl\ )

Page 1 of 6
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Description of other (Pa’QﬂM . Te, msL .

courses or traming U t

Computer Skills v )

MS Office wGood Iff\vemge [ Poor

MS Word & Good L= Average [ Poor

MS Excel W Good 1_ Average L Poor

Auto CAD { Good i Average tv,/Pooni '

Other (PO\MM + 9. '

Two Wheeler / Car - \J C82 -

Make | Hevo Honds | Yeur 2611 . I

“ Family Details Name Age Occupation (f,‘aompzmy
Father m&M (:\L < 2.9, QNW»
 Mother a/mmal 1 55 |H. @ oo

Wife / Husbaned Lt D Woolhons G M , ww
Brother / Sister — ,

Brother / Sister —

Brother / Sister — ,

Son/ LI;\M{;H&[’ v Q&am'f'* z &/&WQ’N 3

Son/ daughter T?{’KL]!\; 2 — J

Son / daughter

Salary Details

{Copy of 1 yr bank statement form salary account will have produced at time of employnent)

Last Drawn Salary

L 0. vo-

Does the above
salary include:

ESTarYes o No

PE: e Yes o No

Conveyance: ¢ Yes 0 No

Mobile Atlowance: @ Yes 0 No

Expected Salary

Some .

Surety

Can you provide 2 sureties from Govt. employees or employees of

reputed companies?

0 Yes i No

Surety 1: Name M‘gﬂwﬁa ) Company Govk « r‘ﬁma‘w

' Designation 1 Teochor Your Relation wgl_y

Surety 2: - Name ™M ‘k’f%‘\”\n\m Company L. é,%:
Designation Kes . Mo - Your Relation UW&([& ,

Commitment

U

l Can you commit to work foi a minimum of 2 years?

| o Yes o No~

Page 2006



Experience & Employment Details

Years of experience in refevant ficld I

| : 7‘/@«,«4

Name of Company

w?ovw\i% % ffmﬂ)a Pv@ LD -

Duration of cmployiment

KL s I"ram date: lq’)ow ' | To date:

Location

EER N*“’Qﬂ)ﬂ A
Secvndoradad.  C plsd) ik

Destgnation

min__ Cinn Rt ounds %

LLast drawn salary

Number of cmployces in
ihe company / branch?

[O.g70
Number of employees in

Brief description of work
handled by you:

,O?() O rVU‘mLM -yotvx’ dept. br divisio@
- Modly  Aduia b

. 4 B ewotene  tucler %‘]’Ke
o o T

Reason for leaving

Remgrks: (For office use only -

Do not write in this bov )

=

e

hax

> f@@iﬁ’m&/ ?MW‘M/&J M&M @f %MW ﬁm’féﬁ%’%

,ﬂ,ﬁzm

Name of Company

kKmz Larm/ aﬁo/ b Lol Pt .

I Duration of employment

WM | From date: oééwea . I  To date:

Lacation

e condlerslad. Clyck doeoer

Designation

@ Bl -

Last drawn salary

T o/~

Number of employees in
the company / branch?

Number of employees in 4—:
your dept. or division?

4

Briel description of work
handled by you.

tocking oy e Bromch mawmw

to Preove.  TlE  Rlp Shdemnls -
Comm ol . Ceflendy An@/mu .

@ﬁ% /’O e f)ﬂuk IY\é.A'AcLJWe .

Reason for leaving

ks’ tam M. So. CID  wal Seis.ecl-

Remarks: (For office use oply —

Do not write in this box)

— ML Fype (Chambrke] Bupsin).

Muld el Méw&&ﬂ%

Céf\/ﬂw”‘“ Neoxic TJob -

[ Ve Mawtus 2 Cogn Bode—

- d;é)«%@w/@jﬁw Commidiforfedy

Puge 3ol 6



Name of Company &;;E{OIZc ggéuﬁ’o;q LWM
Duration of employment o? yrs$ ‘ From date: [ Qeo l To date: l 2asq
Location ,H(,,ﬂm_ﬂﬁ_ﬂﬁ KcJaoLeaHW/! :

Designation CC,_Q} Co Solinadsy.

Last drawn sala}y | 2 Leoo)—- |
Number ol employees in Number of employees in g
the company / branch? 5o . your dept. or division?

Brief description of work (_’_D Nereive (—Zie /’a% z 4P¢ C‘,«aﬂ

handled by you. ; ) N

ey you Guler  cecl veokf le U Prolfem el

__Aevinte @\g/lwrrA J CMJ 9Lef§ql- gmd J'U

Reason for leaving l Sﬁewa b(ﬂ,\af LW{K,4
: : ; )

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

—> (- UPS Cormpery /MW?V
—>  Tha gbu:jﬁ/\,/ PJMMU Y -
__)) P

Name of C ompany

Duration of employmem yrs | From date: To date:
Location

Designation

Last drawn salary

Number of employees in ' Number of employees in I
the company / branch? your dept. or division?

Brief description of work : _
handled by you. : -

Reason for leaving

\

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

Ask for additional sheets if required.
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RESUME

MMAHESHKUMAR
91 — 9246595996 maheshkumar82(@gmail.com

CAREER OBJECTIVE:

“Seeking a Position to utilize my skills and abilities in a concern that offers security
and Professional Growth while being resourceful, innovative and flexible”.

EDUCATIONAL QUALIFICATION

Education -Institution
B.Com Vinayaka Mission’s Research Foundation Deemed

University. - ‘
Intermediate National Open School.
SSC Presidency High School -
TECHNICAL SKILLS

o

Databases Tally-9.0, MS Office 2007/2000/97 \//
Operating Systems Windows 98/XP, Red Hat LINUX pre
Front End Tools , HTMI,; DHTML, Java Script, XML, UML.
PRESENT JOB EXPERIENCE
Organization : WARRIOR FMS INDIA (PVT) LIMITED
Designation : Admin Executive cum Accountant Asst

> Handled the tasks of providing executive -level administrative support to the
concerned executive managers

» Prepared management reports and maintained proper records of files

> Responsible for arranging training sessions for the employees

» Compiling MIS Reports of all sites for budgeting like Electricity, Stationary,
Telephones etc ‘

» Maintenance of records Liaisoning with vatious agencies for AMC's of office
equipments for EPBX, UPS, Air conditioners, Fax and photocopier machine
Elevator and follow-up of AMC renewals.

3







» Provision of Office Stationery and maintain stock level and issue details.
Maintenance of Office Communication Systems. /

» Monthly telephone bill and vendor bill payments.

»  Assisting with Purchase depattment and confirm Purchase Orders & issue Wi?g{// T
orders to vendors.
Supervision of House keeping & maintenance of office premises, furniture etc. '

>
> Supervision of Movement register, visitors register. : M
> .

In charge for issuing Mobiles and visiting cards to staffs.

% Prepare and verify daily reports

% Prepare daily income/sales and prepare daily journal entry
*%* Prepare daily deposits of sales receipts

% Maintain returned check account

 Prepare monthly balance sheet schedules

% Prepare Accounts Payable will encompass the processing of all accounts payable
transactions including bills, credit card charges and invoicing client bills, ensuring
accuracy of each bill and proper classification.

% Prepare Accounts Receivable will encompass the accurate posting and classification
of the daily receivable transactions, preparing deposit slips when needed, and
maintaining accurate and comprehensive records of each day’s transactions

% Utilizes computerized accounting and payables software programs (Tally, Excel, and
Word) to perform duties and responsibilities.
% Prepare Payment of Travel Advance and settlements of travel bills and employee”

advances.
Organization : KMJ LAND DEVELOPERS INDIA LTD
Designation : Sr.Asst

» Handling customer queries.

Preparation of I/E, R/P statements.

Verification of due commission, expenses, incentives and other payments.
Developing and maintain close report with external & regular customers.

Preparing invoice, day book maintenance.

Y V.V V V

Maintain data within the CRM (customer relationship management) software







Organization : CHOICE SOLUTIONS LIMITED.

Designation - : Call- Coordinator

Service Partner of APC (American Power
Conversion)

» To attend the inbound calls and assign the service queties to respective service
engineer and responding through the mail for the same.

> To screen incoming calls and correspondence and responds independently when

possible.

» To prepare routine and advanced correspondence including AMC letters, Invoices
and Service reports, review for accuracy and proper receivables.

» To record entries and file commercial documentations.
» To assist in calculations and preparation of reports.

» 'To petform other related duties as required and assigned. /

PERSONAL PROFILE
p
—la.ther’s Name M.Balaraju L
Date of Birth 19th Feb 1982
Il Sex Male
Marital Status Married
Languages Known English, Hindi & Telugu
Permanent Address Plot no: - 1 ,Ram Gopal Enclave, Mahathmanagar,
Bowenpally, Secunderabad — 500011
Declaration:

I hereby declare that the information furnished above is true to the best of my knowledge.

g

-~

(M. Mahesh Kumar)







