CURRICULUM VITAE

              C/o. Late: Sri Simadri Padhi,

At: P.H.E.D. Colony, Po/Dt- Rayagada

             Pin: - 765002 (Odisha)

                                                                                House Phone: 06856-235296

                         Mob: + 91 –9366797155
+ 91 –7205961780
                                                                            E-mail: 
svpadhi@gmail.com
padhi_siva@yahoo.com 


Career Objective:

Keenly interested to have a career in a reputed firm. Which provides excellent work ambience and to strengthen it’s management team in accelerating growth & to act as a catalyst in this changing process.

Career Summary:

I am having total 30+experience in various organization dealing with office  Hr. & administration , other office work matters at the most of cases, I was given an opportunity to deal office Administration and office work independently and served the organization to the satisfaction of management. During my experience HR & Admin. & other office work 

Academic Qualification:

· Matriculation Passed from G.B. M. High School ,Rayagada ( Odisha)

· Diploma In information System Management. 

Technical Qualification:

Turner (Small Industry Service Institute)

Certificate Professional:

E.D.P Training (District industry Center)

Continuation sheet…

Experience

· Feb’1990 – Nov 1999
Worked as Store asst. Material Inward and Outward Register Maintaining. , Aggregate Bills. 

Purchasing Materials, Store Maintenance, All Types of Store relevant Records / systems maintaining as follows. Responsible for Receiving & Issues of material, entry G.R.N. ( Good Receives Note’s) Raising M.R.N( Material Receives Note’s) as per Bill against Purchase Order and sends it to Accounts department for payment, 
 In M/s Madhucon Projects ltd.  Jamshedpur (Jharkhand)

· Jan’2001 –Jan’2002

Worked as Office asst. & Computer operator, in M/s Gayatri Projects Limited NALCO DamonJodi (Odisha)
· Feb ’2002– Nov’2008

Working as Office asst. & Computer Operator, Filing the Proper document & proper Record, Time Keeper in M/s Majhighariani Construction Rayagda (Odisha) 
· Nov’2008 – to June’12

Working as a HR & Admin. Asst, To collect site report and submitted to site office, Filing the Proper document & proper Record. To Preparation Daily Progress Report, Time Keeper M/s Gayatri Projects Limited for Works inside of Tata Steel Ltd. at Jamshedpur (Tata Nagar) Jharkhand State, India.
· June2012 – Feb’ 2018
Working as a HR & Admin. Asst.To Filing the proper document & proper Record. To Preparation N.M.R., Preparation Gate Pass, Time Keeper, housekeeping maintains, P.F, Pay roll, Prepare Billing , & Transportation arrangement  in M/s Gayatri Projects Limited For Works inside of Tata Steel Ltd. at Kalinga Nagar (Jaj Pur Road) Odisha State, India.
· Feb’2018– present
Working as a HR & Admin. Asst, to Filing the proper document & proper Record. To Preparation Daily progress report, mess maintains, Master Roll, Liosoning& Purchasing in M/s Gayatri Projects Limited for Works water Pipe Line Work under SIPMiU (State Investment Program Management and Implementation Unit) at Aizawl (Mizoram) India.
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PERSONAL PROFILE

Name





: Siva Prasad Padhi

Father’s name



 : Late -Sri Simadri Padhi

Date of Birth




: 25Th October 1973
Gender



              :  Male
Salary                                                                      : 36,450 per Month & Other Allowance 
Religion




: Hindu

Nationality




: Indian

Martial Status



              : Married

Details of Passport 



: Applied

Minimum Time Required for Joining
: One Month 

Languages known


: English, Hindi, Telugu, Oriya 

                                                                                     (Read, Write & Speak)

Extra Activities



: To Read News Paper & Watch News 
DECELERATION

I here by declare that the information furnished by me is true and correct to the best of my knowledge and belief.

(Siva Prasad Padhi)

