
---trtl.E-F-rr

MEMO

DATE &
FROM:

TO & REMARKS.

01l6l',1 l\,44 ( {l'

&;P-'--

,141./tl

p u,u)&}n-

't
4

fl,'zz
k13,u24,

D*>- ,qoMF
rya- U

.- 3g<fo +ap__

/'A+")

-' h fea"l g2spat;2."-o---

ft-o-- l- Al-ahaeaezz/_
-d' ,-
4/WL1,{2L. 

-

-- fl74-a4o,'2

-/94,-A;--*'/rb*<1z.qi.t- ,

I



Bio-Data
Note: Attach copy ofCV / Resume / Bio-data
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o Referral

Spcci$ Source: |IemspryErirob Fortaysocial mectia: NF{r

t

Personal Details:

Education:

aaiQ,Ct

r(uB)

Application for post of Ya rLu date:
Application through

tAdvertrsemen
Refened by/

Full Name

Age
Date of Birth o 3\Fathers Nane

Address for
Correspondence

Mobile no id
,

)
Permanent Address

Aadhar numbo s,to 6 d-lO Category SC/ST/ / Open

Name'oflnter/ Dploma
Course

9l.i<u

Name of college r
Location c'{6 Percentage marks

Year of completion
o Medium of Instruction English /Telugu/ Hindi

Name of P.G. Course

Specialization

Name of college

Location t{{ Percentage marks
Course type

o CorrespondenceRegular Course
Year of completion Medium of lostsuction F.n gl i sh /f eluguj/ Hindi

Narue ofDegree Course

Specialization

Name of college

Location
,,41m Psrcentage m -

Coune type
o CorrespondenceRegular Course

Year of completion Medium of Instuction Hindirf,sh elugu/

Name ofschool :LPaS ys;nrng
Location rn Percentage marks

Fnglish /I Hindr
Year of completion 9-oD+
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Description ofother
sousos 0I aliploma

C Skills

\{}uJ';
Ao)\'

Two Wheeler / e ar:

SaIary Details:
of1 statement of account wili have to at the time ofbank

Commitmentr

MS Officc
oAverage E PoorGoodMS Word
oAverage o Poor

MS Excel
trAverage o Poor BN.A.tr GoodAuto CAD

Good trAvsrago tr Poor
Email

Other

Yea.r1v9Make

Family Details: Name Age Occupation/
S

Company/
Education institution

Father Cool

Modrer

A

4.*
9+ Xot&e uk- ur/L

Wife / Husband

Son / Daughtor

Son / Dauglter

Son / Daughter

Brother / Sister

Brother i Sister

3Last Drawn SalarY

PF: o Yes fNoESI:oYesoNo
Mobilo Allowance: a Yes fNoConvelyanoe: o Yes dNo

boes the above salary

include:

S oExpected Salry
PrEarliest date of joining

oYos oNoemployees ofreputed

?

provide oromfr Goltsureues2Can you

CompmyNameSurety 1:

Your RelationDesignationMobile

CompanyNameSurety 2:

Your RelationDesipationMobile

Yes o No
Can you commit to work for a minimum of 2 yeus?

I

dGood oAverage o Poor

90rq

Aa-rirr,rlta,t( &rJ41
T

^tMhlaNq



erience & Em t Details:

Remarks: or office use
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Remarks: or office use - Do not write in this box
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Years of experience in relevant field

N^'ne ofCompany

Duration of employm.ent yearsa.7 From date u.tofrsa.To date:Io I

Location

Designation r-1

Last drawn salary

Number of omployees in
the / branch?
Brief description of work
hzndled by you. Y€

I +
Number of empioyees ia

or division?

Reason for Ieaving

Lt19r rtI( I

Name of Compaay

From date To date:

Ted.\
,,'P.3

tlrte
3.nlDuration of ernploym.ent

Location AA{A
Design ation

Last drawn salary 7
Number of employees in
the compaay / branch?

Number of employees in
or division?

Brief description of work
handlsd ly y6p.

Reason for leaving lntn

I
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f nno\zn Sdv 4
1l.rn"rplqyears6 From date: To date:pl

Location d P.orgal.o'{e
Design ation qean\ 0 .!ao
Last drawn salarv \o 661)

Number of employees in
your dept. or division?

Reason for leaving but-- &t/

Name of Company

Duration of employ:aent

NumL'er of empioyees in
the / branch?
Brief description of work

j haudled by you.

Remarks: or oftice use - Do not write in this box

Name of Company

Last drawn salary

Number of employees in
/ branch?

Brief description of work
handled by you.

Remarks: or office use - Do not write i:: this

Nl^-

M

Duration of emploS.ment vears From date To date:

Location

Designation

Number of employees in
or division?

Reason for leaving

Ask jbr addi tional sheets if required.
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DECLARATIO\-

From:

Name: l( ,

Piace

Date:

+hr{ Yt
,

t'lT.

To,
IR.Manager,
Modi Properties Pvt. Ltd.,
M.G. Road, S eeunderabad-03.

I have submi-tted my bio-data./ resume for a suitabre post in your corlpany and its associatedfirmslsubsidiaries:

I hereby certisldecrare ttrat the details given herein are true to the best of my knowledge.

f;.:H:r* 
fufrrmation given by m. e ,, found to be un-ruq I will be liable for conse,quences

I shall provide proof oflast draum salary as lnd when requested_

I shalt provide retters of good conducureoommendation from past employers as and whe:rasked for.

I furtlier undbrtake tb work fs1 s rninimum period.of 2:years, if I am offered.emFlbymenr.iryour company.

Thank you.

Yows sincerely,

Signature

e {
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Remarks by HR: (For office use only - Do not lvrite in this bor)

lcl

g.Aood o Average nPoorcNA

yrGood o Average o Poor

yszGood o Average oPoor

U)/'4 uthtt
l}Lt

I

Remarks Divisional

Remarks MD For office use onl - Do not write

Recommended salary

d^&^
RIF/Nrt) /

or office use on - Do not write in this box
o Good o Average o Poor o NA

o Good o Average o Poor

o Employ o Reject n Short list & decide later

this box

Employ c Reject o Short list & decide later

3t lt-

yzCood o Average oPoorBackground - Personal

Background - Work

Personality

Appearance
glGood o Average aPoorCommunication skills

ploy o Reject D Short list & decide later

Recommended salary

o

Relevant experience

Knowledge of subject

Recommendation

Recommended salary

Recommendation

Date ofjoiningSalary offered

Remarks

Offer Details

o.r(
Recommendation
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RAJENDAR KADTHURI

Cell: +91- 973 974 03OO E-mail: rajendar.kadthuri@email.conr

My goal is to become associated with a company where I can utilize my skills in the field

and gain further experience while enhancing the company's productivity and reputation

and to acquire a challenging career at the position with company utilizing the

opportunity to offer proven and developing skills within the company.

a MBA (Finance) from NIT Durgapur. West Bengal. - :4>'3

B.Tech (CSE) from University College of Engineering (kakatiya university),

Badradri Kothagudem, Telangana. -- .!<) I 0

a

Pragati Green Meadows and Resorts Ltd

Designation: Asst. Manager (Administration)
Job Responsiblliw:

r Vendor management, contractin8 and negotiation skills. ldentifying new vendors.
e handling Facility management & office infrastructure management, Develop and

maintain a schedule for regular maintenance and repairs.

r Annual Maintenance Contract for all critical equipment
o Budgeting and monitoring the expenses

o lnvoice Validation and Processing for payments

o Vehicle Management (lt includes PMS, Running Repairs, lnsurance etc.)

o Responsible for handling all travel related inquiries and ProvidinS a one-stop travel

solution to allthe stakeholders
o Work on MIS reports
r Work on cost control
o Handling Petty cash

CAREER OEJECTIVE:

WORK EXPERIENCE:

RESUME



Balaji Institute of Technolory and Science

Designation: Facility Manager

Job Responsibiliw:

e Supervise Facilities staff and communicate with external Contractors and Vendors
r Overseeing services like Housekeepin& Transportation for Students & staff,

Hospitality, building Management etc.

INNOVAWE, Bangalore

Desagnation: Team Leader

Job Responsibility:

o Managing the daily operations of branch & Handling Various departments (Marketing,

Warehouse & Administration)
r Evaluating day to day sales

. Staff recruitment and stafftraining as per requirement.

r ComputerFundamentals
o Hands on MS-Office
r Data Entry

r An adaptable person that adiust to other needs

r Patient and tend to effectively work even under pressure
o Enthusiastic in learning new stuff
o Motivated and determined person, especially in my work

PROFESSIONAT SXI[L5:



PERSONAL DETAITS:

Name Rajendar Kadthuri

Father's Name Komuraiah Kadthuri

Gender Male

Date of Birth 14-02-1988

Marital Status Ma rried

Nationality lndian

La nguages Known English, Telugu, and Hindi

DECTARATION:

I hereby declare that the information provided here is true to the best of knowledge.

oate: ovlobl'pl-t+ @,^.J*l
etrr",yylor<U-! (Rajendar Kadthuri)


