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DECLARATION

From: Date

r.\alla avtka

r lDfrrlfr

To,
HR Manager,
Modi Properties t,vl Ltd.,
M. G. Road, Secunderabad-03.

I have submitted my bio{atal resume for a suitable post in your compony and its associated
firms/subsidiaries.

I hereby certiff/declare that the details given herein are true to the best of my knowledgc.

ln case the information grven by me is found to b€ un-fue, I will b€ liable for consequences
thereon.

I shall provide proof of last drawn salary as and when requested.

I shall provide letters of good conduct/recommendation from past ernployers as and when
asked for.

I further undertake to work for a minimum period of 2 yean, if I am offered employment in
your company.

Thank you.

Yours sincerely,

Signature rl.Moto*lt.o
Name, lhlln nl,.vikr
Place:

Date:



NALLA MALAVIKA

Email: malavikareddyn@gmail.com
Mobile: +91 8341420714

Career Objective:

To become a professional with fresh insight. A commitmenl to pursue assigned
responsibilities with a goal-oriented perspective.

Professional summary:

Having 2.0 years of experience in the field of Facility Management.

Professional Experience:

Previously worked for Corteva Agriscience as a Front office Executivefrom
December 20221o June 2023

I have experienced in Ford Smart mobility as Operation executive from June
2021 lo Decnmber 2022

Roles and Responsibilities in Facilities at Corteva Agriscience

i Taking care of housekeeping operations
. Regular floor rounding with HK supervisor
o Arranging gate entry mails
o Maintaining space utility management data
o Maintaining dash boarding data
o Conducting briefing sessions to support staff
r Physical verification of Hk & G4S attendance
. Asset verification for quarterly
o Townhallarrangements
. VIP guest arrangements

Technical Skills:

. Operating Systems: Windows XB Windows 7,8 & 10.

. Packages: MS0ffice

. Moveinsync



Academ ics:

. Pursuing MBA (2021-2023) from Kommuri Pratap Reddy lnstitute of
Management, Osmania University, Hyderbad.

. BSc. Computer Science (2021) with 82o/o from Vaagdevi degree college,
Kakatiya University Warangal.

. lntermediate(2018) with 70o/o lrom SV trishool Junior college

. Matriculation(2016) with 88% from Chaitanya Model High School,Parkal,
Warangal.

Personal Skills:

. Willingness to learn and hard worker.

. Have a positive attitude.

. Typing speed of 25+ words per minute.

. Self-motivated.

Personal Profile:
Full Name
Father's Name

Date of Birth

Sex

Marital Status

Nationality

Cunent location

Languages Known

Place: Hyderabad
Date: lo-5\2.23

: Nalla Malavika
: Nalla Mahipal Reddy (late)

: Aug 2"d 2ool
: Female

: unmarried

:lndian
: Hyderabad

: English, Telugu & Hindi

Declaration:
I have furnished the entire details about my Experience and academic career,

which is true to my knowledge. I assure you that I will do my best to your company
on my entry.

(Malavika)

ery.

A-



Position appl

Name of the candidate: rJnlla MalariXa

ied: )-18

Date: lo 1,,il1 zol4

1. What is the role of a Human Resource Executive in an organization?

a) Managing financial resources

b) Overseeing marketing activities

S)fiandlinzhuman resources activities

d) Monitoring lT infrastructure

2. What are the key responsibilities of a Human Resource Executive?

a) Managing sales operations

b) Handling customer service

c) Overseeing production activities

f Managing human resources activities

3. What are the main steps involved in the recruitment process?

a) Budgeting and financial planning

b) Research and development

Sllourcinl and attracting candidates

d) Quality control and assurance

4. How can an organization promote employee engagement?

a) Providing inadequate compensation

b) Neglecting employee feedback

nizing and rewarding employees

\1

d) Promoting a toxic work culture



Position aoolied: M{.

5. What is performance management, and why is it important?

a) Evaluating customer satisfaction

b) Setting sales targets

.rd'MonitorinB 
employee performance and providing feedback

d) Overseeing production processes

6. What are the key components of a training and development program?

a) Managing financial resources

b) Conducting market research

-zfDesigning 
and delivering training programs

d) Handling customer complaints

7. What is the purpose of a compensation and benefits program?

,r'Attracting and retaining employees

b) lncreasing production costs

c) Promoting unhealthy competition

d) Reducing employee satisfaction

8. How can a Human Resource Executive contribute to organizational strategy and planning?

a) Focusing solely on administrative tasks

b) lgnoring workforce planning

JEfAligninC 
HR initiatives with business goals

d) Overlooking skill gaps in the workforce

Name of the canuiaate: t\oll o tAnlaviva

oate: \oh 4.t\ 2C)24



Name of the candidate x\nlln M^l^v, vo

Position applied: l+P

Date: \dh n,J, eoz-g.J
9. What is the primary goal of facility management?

a) Maximizing profits

,ff Ensuring employee satisfaction

c) Optimizing the use of physical assets and spaces

d) Minimizing operational costs

10. Which of the following is NOT a component of facility management?

a) Maintenance and repairs

b)Space planning and utilization

mployee recruitment and training

d) Health and safety compliance

11. What is preventive maintenance in facility management?

a) Repairing equipment only when it breaks down

fl Regularly scheduled maintenance to prevent equipment failure

c) Outsourcing all maintenance activities to external contractors

d) lgnoring maintenance until it becomes critical

12. What is the purpose of space planning in facility management?

imizing office space utilization

b) Reducing the number of employees in the organization

c) Ensuring equal distribution of resources among departments

d) Eliminating the need for maintenance and repairs

/



Name of the candidate: tlnlt,r V

Position applied: lln-

Date:

13. What is the purpose of payroll management?

a) Tracking employee attendance

/) CalculatinB employee salaries and wages

c) Handling employee grievances and disputes

d) Managing employee training and development

14. Which of the following is a statutory deduction from an employee's salary?

a) Performance bonus

b) Travel reimbursement

g)<ocial security contributions

d) Overtime pay

15. What is the difference between gross pay and net pay?

a) Gross pay includes deductions, while net pay does not.

^,[l Gross paV is before taxes and deductions, while net pay is after.

c) Gross pay is for full-time employees, while net pay is for part-time employees.

d) Gross pay is flxed, while net pay ls variable based on performance.

v$ n,4 co^t



EU€S5
To,

Ms. NALIA MAIAVIKIA
Employee Code: 2002424295

INT€RNATIONAL 5€RVIC€5

Oate: 25h2/2022

Dear. NA*A MALA,TKA, 
ADpointment Letter

This has reference to your appoint with us as FRoNT oFFlcE ExEvuflvE on a fixed term contractual basis(Hereinafter referred to as the ,,Contract 
Employee,,) with our company euess lnternational Services pvt. Ltdon a temporary nature and on a fixed term contractual basis with effect fro m 2sltzlzoz2. w" *orla rit",oinform you that your fixed term contract period is extended and therefore we would like to regularize theterms and conditions of your employment with us as mentioned below: -

Your place of work shall be at our client M/s E r DUpoNT sEnvrcEs CENTRE |NDIA - NANAXARMGUDA
Further, your services are liable to be transferred to any client site/location/offices situated within lndia, atthe sole discretion of the company,

Your fixed-term contractual engagement will automatically come to an end after the completion of theaforementioned period. ln case of contract renewal, you will be informed 30 days, prior contractor end date.

During the period oftemporary engagement, your fixed gross salary will be Rs.19579/-, you will also be entiuedto statuary Provident Fund ESI and other statutory benefits as applicable to you.

l:ilIffi:ff:::il:iili:?lJ'ff:::"'[:1fl"J:aimins asainst absorption asainst regurar vaqls:

Either party would be required to Thirty (30) days' notice or basic salary lieu thereof in case of exit from thisfixed term contract' No compensation or remaining wages for unexpired period of contractual and fixedperiod of appointment will be payable by management iiyour services are terminated before the aforesaidspecified fixed peririd of your service.

Your duties will include efficient satisfactory and economical operation in the area of responsibility that maybe assigned to you from time to time. As a fixed-term contract emproyee of this company you *iri m"int.in
a high standard of loyalty efficiency rntegrated and wiI riaise with emproyees/workers at the site.
You are expected to be neatly dressed and well-groomed while on Duty who are directed to wear uniforms
are required to wear the same while they are on duty.

Go slow in work lllegal strikes habitual absenteeism work stoppage an adverse report of performance willfuldisobedience of a lawful or reasonable order violation of comp--anies code of conduct habitual neglect ofduties found guilty of fraud or dishonest or misconduct or sexual harassment and breach of the- termsconditions of stipulations of this agreement will result in termination of services.

Quess lnternational Services PYt. Ltd. (Formerly known as Golden Star Facilities E ServicEs Pvt Ltd.)Regd Office: 3/3/2, Bellandur Gate, Sarjapur Road, Bengaluru - 560103, Karnataka, lndiaCorp Office: No: 1-98/9/3€ & 10, ptot No. 25 & 26, lmage Gardens Road, Madhapur, Hyderabad - 500081, T.S. Ph: 04O4240 8000.
CIN: U93000K42008PTC133410, E-Mail : hyd.ops@goldenstarfacilities.com

Your appointment is purely of purely of a temporary nature and on a fixed term, contractual basis with effectkom 25h212022 to z4/Lzlzoz3, your fixed term contract with us is also-co- terminus with our contractwith our cl'ent ln the event of our contract comes to an end for whatsoever reasons, your contract with willalso come to an end automatically.



UC55
INT€RNATIONAL 5€RVIC€5

You will devote your whole time and attention to the interest of company and will not engage yourself in
any other work whether paid or in honorary capacity.

Your appointment is being made on the basis of your particulars such as qualification date of birth past

employment etc. as provided by you in your application for engagement and in case any information as given

by you is found false or incorrect your appointment will be deemed void and liable for termination without
any notice or salary in lieu thereof.

Your address as indicated in your application for engagement shall be deemed to be correct for sending any

communication to you and shall be deemed to have been served upon you. ln case there is any changes in
your rgsidential address you will intimate the same in writing to the HR Department within three days from
the date of such change and get such of address recorded.

You will be bound by the company rules regulations and office orders in force and framed by the company

from time to time iri relation to your service conditions which will form part of your service conditions as a

fixed-term contract Employee.

ln the event of uninformed absence for more than 3 consecutive days the company reserves the right to
terminate your appointment.

Your deployment schedule at site will be governed by the roistering schedule followed at the site and you

extend your acceptance to follow the same.

On termination of your engagement you will immediately handover any property or article or document

entrusted to you by the Company to enable the Company to settle your accounts and the company reserve

its right to deduct from the dues payable to you for any loss or damage caused to the company's property

on account of any act or negligence on your part in additional to any other methods of recovery.

lf the above terms and conditions are acceptable to you, please sign the duplicate copy of this letter in token

of its acceptance and return the same for our record.

4
For Quess lnternational Services hrt Ltd.

Authorized 5ignatory.

Declaration bv the applicant:
I have read and understand/explained the terms and conditions mentioned hereinabove and accept the

offer and the terms and conditions of service as a fixed-term contract holder mentioned in this letter.

Date:

Place:. Signature of the Applicant.

Quess lnternational Services Pvt Ltd. (Formerly known as coldsn star Facilities & Services Pvt Ltd.)

Regd Office: 3B/2, Bellandur Gate, Saqapur Road, Bengaluru - 560103, Karnataka' lndia

Corp Offica: No: 1-98/9-/39 & 10. ptot No. 25 & 26, lmage Girdens Road, Madhapur, Hyderabad ' 500081. T.S. Ph: 04H240 8000'
'ClN:U93OO0KA2O08PTC133410,E-Mail:hyd'ops@goldenstarfacilitiescom

Your contract with us will also automatically end when you attain 58 years of age.



&uess
INTERNATIONAL 5€RVIC€5

Annexure - A

Note: Applicatle taxes will be deducted as per the Govt norms

Thanking you

For Quess I ional Services Pvt. Ltd.

Authorized SiBnatory

Name: NATIA MAI-AVIKA

Desitnation: FRONT OFFICE EXEVUTIVE

Site Name:

E I DUPONT

SERVICES CENTRE

INDIA.
NANAKARMGUDA

Particulars PM

Ba sic 4702

DA 7053

HRA 2500

SPL Allowance 2250

350

Other Allowance 3324

L9579Fixed Gross Salary

929Bonus (Basic+D.A) - 8.33%

L442Leave with Wages

21950Total Gross

Deductions

191Esl @ 0.75% on Gross.

1800PF @ L2% on Basic & DA

200Professional Tax

GPA oeductions

2797Total Deductions

Quess lnternational Servicss PYL Ltd. (Formerly known a3 Golden Star Fecilities & Services PvL Ltd.)

RegdOtfice:38/2,BellandurGate,sadapurRoad,Bengaluru-560103,Kamalaka, lndia

Corp Otfice: No: 1-98/9/3/9& 10. ptot N;.25&26, lmage Girdens Road, Madtlapur, Hyderabad ' 500081. T.S Ph;04042rO8000
'ClN:U93O00KA20OBPTC133410,E-Mail:hydops@goldenstarfacilitiescom

'Net Pay 19759



1r randstad
Stafiing lr.rr(h A 9ehdion lra tol.rlioot ll.horrr. Sewi.e5

Oale: 23-L2-2022

Name: Nalla Malavika

Employee Code : L534221

Work locauon : Hyderabad

Subiect: Contract Closure

Mr/Ms Nalla Malavika,

You had been appointed on contractual basis with Randstad India Private limited w.e'f.

l6ll2l2OZL vide fixed term contract da@ L6ltZlZ02L as Operations Executive and you were

deputed to Ford smart Mobility India Private limited for ttre said period.

Please refer b clause of our Offer Letter / Appointsnent Letter which either party can serve upon to

end the contractual Employment either by serving I month of notice period or salary in lieu of

notice period.

we are hereby serving upon the notice to end of the contract / terminating your fixed term contract

with Randstad India Private Limited and you would be paid salary in lieu of nouce period and your

services shall end by 23-L2-2022,

your full and flnal setuement and relieving letters shall be processed accordingly and we request

you to complete all other formaliues, including submission of assets to ensure proper relier'ing from

the services.

We thank your association with us and wish you he best for your future endeavors.

For Randstad India Private Ltd,

{ g-r* --1t

Authorized Signatory

R.gittered Offk I

Randstad lndia Pivate Ltd
Rand*ad House,

OE No. 5 & 5A, New No 9, Pycrofts Gatden P@ad,

Nunoambakkam, Olennai 600 006.
p +91 (o) 44 56227000 F +91l0) 44 56227474
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REFERENCE I.ETTER

Date: 23.10.23

To,

The HR

Modi properties pvt. [td.
5-4-787 /3 and 4, Ftoor,
Soham Mansion,
MG Road, Secunderabad _ 500 003.
hr@modiproperties.com

Dear HR,

Address Linel :

Address Line2 :

Area

City

Mobile number :

Signature:

Na me

lam writing to confirm that I knrfollows: _..-. , ^,,ow Mr/Ms. Malavika since 1 years and my contact information is as

Please feel free to contact me if
me at the provid,ed phon" nrr# 

have any questions or require further information. you can reach

Sincerely,



REFERENCE TETTER

Date: 25.10.23

To,

The HR

Modi Properties pw. Ltd.
5-4-787/3 and 4, I Ftoor,
Soham Mansion,
MG Road, Secunderabad _ 500 003.
hr@modiproperties.com

Dea r HR,

lam writing to confirm that
follows:

Address Linel :

Address Line2
Area

City
Mobile number :

I know Mr/Ms. Maravika since 20 years and my contact information is as

Please feel free to contact me if
me at the provided pnona nrr# 

have any questions or require further information. You can reach

Sincerely,

sicnature{.!4t

Name: Venkat Reddy
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Your contract with us will also automatically end when you attain 58 years of age.

___==_
You will devote your whole time and attention to the interest of company and will not engage yourself in

any other work whether paid or in honorary capacity.

Your appointment is belng made on the basis of your particulars such as qualification date of birth past

employment etc. as provided by you in your application for engagement and in case any information as given

by you is found false or incorrect your appointment will be deemed void and liable for termination without
any notice or salary in lieu thereof.

Your address as indicated in your application for engagement shall be deemed to be correct for sending any

communicatron to you and shall be deemed to have been served upon you. ln case there is any changes in
your residential address you will intimate the same in writing to the HR Department within three days from
the date of such change and get such of address recorded.

You will be bound by the company rules regulations and office orders in force and framed by the company
from time to time in relation to your service conditions which will form part of your service conditions as a

fixed-term contract Employe€. +

ln the event of uninformed absence for more than 3 consecutive days the company reserves the right to
terminate your appointment.

Your deployment schedule at site will be governed by the roistering schedule followed at thesite and you

extend your acceptance to follow the same.

On termination of your engagement you will immediately handover any property or article or document
entrusted to you by the Company to enable the Company to settle your accounts and the company reserve

-on account of any act or negligence on your part in additional to any other methods of recovery.

lf the above terms and conditions are acceptable to you, please sign the duplicate copy of this letter in token
of fts acceptance and return the same for our record.

For Quess lnternational Services h^ ltd,

Authorized Signatory.

Declaration by the applicant:
I have r'ead and understand/explained the terms and conditions mentioned hereinabove and accept the
offer and*e terms and conditions of service as a fixed-term contract holder mentioned in this letter.
Date:

Place: Signature of the Applicant.

Quess lnternational Services Pvt Ltd. (Formerly known a8 Golden Star Facilities & Servicos Rt Ltd.)
Regd Office: 3/3/2, Bellandur Gate, Sariapur Road, Bengaluru - 560103, Karnataka, lndia
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oate:25/72/2022To,

Ms. NALTA MAt AV|KA
Employee Code: 2002424295

Dear. NAU.A MAIAViKA,
Appointment Letter

This has reference to your appoint with us as FRoNT oFFlcE EXEVUTIVE on a fixed term contractual basis(Hereinafter referred to as the ,.Conrr"., ,rnpior""ii*ii'oii.orprnv quess lnternational Services pvt. Ltdon a temporary nature and on a fixed term contraaual basis with effect from 25l:2l2o22.We would like toinform you that your fixed term contract period is extended and therefore we wourd rike to regurarize theterms and conditions of your emproymentwith ,, ., ,i,i-iio-n"a u"to*, _

Your appointment is purely of purely of a temporary nature and on a fixed term, contractuar basis with effecttrom 231L212022 to 24112,2023, your fixed term contraci witr, us is also-co- terminus with our contractwith our client ln the event of our contract come; t" ,"'".J r",. *t'"soever reasons, your contract with wi,also come to an end automatically - J,rrrol)utvtsI reasons' your conl

YOUr PIAIE Of WOrK ShAII bE At OUr CIiCNt M/S E I DUPONT SERVICES CENTRE INDIA. NANAKARMGUDAFurther' your services are liable to be transferred to any ciieni site/tocation/offices situated within rndia, atthe sole discretion of.the company,

Your fixed-term contractual e
aforementonedf"il.il;Jff::ff]::jl#ITffi,ilr::ll:.::""r",;ffiT:,:i:#,:,.[iffjj[:

During the period of temporary en8agement, your fixed gross salary will be Rs.1g57g/-. you will also be entitledto statuary provident Fund ESt and other statrary U"*nir., 
"pplicable 

to you.

You shall not have any right and will not be entitled for claiming against absorption against regurar vacancyat our company or our clients that may arise from tim";i_".
Either party would be required to Thirty (30) days' notice or basic salary lieu thereof in case of exit from thisfixed term contract. No compensation ol. ,,.r.ining w.g", rol. unexpired period of contractuar and fiied0erio! 

$aopointment 
will be payable uy r.nrg..!nt irlour-servic"s are terminated before the aforesaidspecified fixed period of your service.

Your duties will include efficient satisfactory and economical operation in the area of responsibility that maybe assigned to you fr6m time to time. fu a iixed-term .onir..i"rprov"e of this company you wi, maintaina high standard of royarty efficiency rntegrated and wi, liaise wiin emproyees/workers at the site.You are expected to be neatlv dressed and we -groomJ;il;;" Duty who are directed to wear uniformsarerequiredtowearthesamewhiletheyareoniuty

Go slow in work lllegal strikes habitual absenteeism work stoppage an adverse report of performance wirfurdisobedience of a rawfur or reasonabre order vioration of;;;;..,.": code of conduct habituar negrect ofduties found guirtv of fraud or dishoner, ,. ,0.#r" - l"l*, harassment and breach oi,r,u ,"r*conditions of stipurations of this agreement wirr resutt in terminrtion of services.

Quess International Servicei Pvt Ltd. (Forme rly known as Golden Star Facilities &sRegd Office: 3/3/2, Bellandur Gate, Sa ervicesrp Office: No: 1-99/9/yg & 10, Plot No. 25 & 26
rrap^ur-Road, Bengaluru - 560.103, Kamalaka tna;

Pvt Ltd.l
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Annexure - A

INTERNATIONAL 5€RVIC€5

Name: NALLA MALAVIKA

Designation: FRONT OFFICE EXEVUTIVE

Site Name:

E I DUPONT

SERVICES CENTRE

INDIA .
NANAKARMG UDA

Particulars PM

4102Basic

7053DA

2500HRA

SPL Allowance 2250

350

3324Sther Allowance

L9579Fixed Gross Salary

929Bonus (Basic+D.A) - 8.33%

t442Leave with Wages

21950Total Gross

Deductions
191ESI @ 0.75% on Gross.

1800Pt @ 12% on Basic & DA

200Professional Tax

GPA Ded uctions
2t97Total Deductions

wil

Thanking you

For Quess I nal Services Pvt. Ltd.

Authorized Signatory

al Services Pvt Ltd. (Formerly known as Golden Stat Facilities & Services Pvt. Ltd.)

Bellandur Gate, SariaPur Road, Benga luru - 560103, Kamataka, lndialnternationOuess
Regd Office: 3t312,

^- ^ ^^ r-^^^ a:^r/lanq Road. Madhapur, Hyderabad - 500081, T.S Ph: 0404240 800(

Net Pay 197s9

taxes the
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