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CAREER OBJECTIVE:-

To prove myself dedicated worth full and energetic as an employee in a progressive organization that gives me scope to apply my knowledge and skills and be a member of a team that dynamically works towards success and growth of the organization.


ACADEMIC QUALIFICATIONS:-

	Name of
	Name of the College
	Board/University
	Year of
	% of

	the Course
	
	
	Passing
	Marks

	MBA
	Samskruthi Institute of Business
	Osmania
	2015
	63%

	
	Management, Hyderabad
	
	
	

	(Finance &
	
	University
	
	

	
	
	
	
	

	IT)
	
	
	
	

	B.Com
	New Science Degree College,
	Osmania
	2012
	55%

	
	Hyderabad
	University
	
	



ACADEMIC PROJECT:-

Project  Report on “Inventory Management” Aditya Birla Group Ultra Tech Cement.

Inventories are assets of the firm and require investment and hence involve the commitment of the firm’s resources. The Inventory management seeks to maximize the wealth of the shareholders and minimizing the cost of procuring and maintaining.


WORK EXPERIENCE:-

Company Name: Talent Management Inputs Pvt Ltd.

Designation: Document Control./ Data Management Executive

Job Tenure: Nov 2014 to Till Date

Job Profile:

· Create and maintain tracker for drawing approval process and technical submittals.
· Follow up with vendors / consultants about whether the emailed file has been received and notify them of any delay in response time.
· Record keeping of received and sent letters to the various consultants and other contractors.
· To maintain proper records for all documents, whether inside or outside the company.
· Remove superseded drawings / technical data, and replace with more current data from the site team.
· The drawings and technical data are issued to the site team for review and implementation, any revision to this is to be immediately intimated to the site team and the old records stored
· Separately for future reference when issuing the latest data to the site team.
· Assist PM in preparation of Fortnightly and monthly reports.
· Backup may be done either electronically or through extra hard copies of a document.
· Prepare, log and distribute all outgoing transmittals.
· Receive, log and distribute all incoming transmittals.
· Maintain electronic registers for Letters, MOM, Memos, NCRs, RFIs, DCR’s, Reports,
Transmittals, Drawings, DPR, Safety & Quality related documents.

· Maintain central filing of all project documentation.
· Assist to Planning Manager in the preparation of PQ for Vendors.
· Uploading all projects related drawings, records from consultant & MEP contractors and distributed to all concern people for review, inputs & approval.
· Preparation of the task list and reviewing it in line with the timeline specified in advance.
· Using the document numbering system for maintaining the documents.

Job’s Can be Handled with my previous Experience:-

1. Document Control

2. Accountant.

3. Clerk/Admin Clerk.

4. MIS executives

5. Secretary executive.


LANGUAGE PROFICIENCY:-

	
	Language
	Write
	Read
	Speaking
	

	
	
	
	
	
	

	
	English
	
	
	
	

	
	
	
	
	
	

	
	Hindi
	
	
	
	

	
	
	
	
	
	

	
	Telugu
	
	
	
	

	
	
	
	
	
	

	
	Marathi
	
	
	
	

	
	
	
	
	
	

	
	Urdu
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	DECLARATION:-
	
	


I HERE BY DECLARE THAT THE INFORMATION FURNISHED ABOVE IS TRUE TO THE BEST OF MY KNOWLEDGE.

THANK YOU FOR YOUR TIME CONSIDERING MY APPLICATION I LOOK FORWARD FOR RECEIVING A POSITIVE RESPONSE FROM YOU.

Place: Hyderabad

Date:

