Top of Form

Sir/Madam,

Sub.: Application for the post of Suitable position in your esteemed Organisation. 

I am a B.Sc(M.G.M) Graduate having completed it in 1995 from Andhra University, Garividi. Now I am looking for any challenging job, which could give me an opportunity to present my skills and help me refine them. It would be the right opportunity for me to do so if I am associated with esteemed Organisation such as yours. I am confident that I will be able to contribute my best, if given an opportunity.

I am hereby enclosing my resume for yours perusal. Looking forward for a mutually beneficial arrangement, I remain.

  

Thanking you,

 Your truly,

 Srimaya Patnaik.
Mr.Srimaya Patnaik,
E_Mail : srimaya_patnaik@yahoo.com                                                                                          Voice   : +91 7008001190
OBJECTIVE  :


To be in such a position which will offer me the opportunity for professional growth and increased responsibility by encapsulating my knowledge and skills in your 

Esteemed organization.

EXPERIENCE  :
1.  Computer Operator at Net Computer Education, Bhubaneswar, Orissa from      January 1999 to May 2000.
Responsibility :
Developed computerized monitoring system to control over student,
Prepared a students database(MS ACCESS)for the Organisation.
Prepared progress report & Business action plan,
Co-Ordination the administrative activities of the organization,
Developed Management information system for the organization and student.

2.  Computer Operator cum Personnel Executive to Project Engineer from June  

     2001 to 2nd Nov.2005 at M/s Usha Kiron Movies Limited, Ramoji Film City, 

     Hyderabad, Andhra Pradesh.

Responsibility :                                                                                                               Working for regular correspondence with other major companies.                                                              Preparation of tenders statements for project works, Office Administration,                                                   Prepared progress report & business action plan,
Co-Ordination the administrative activities of the organization,
Development Management Information system for the Organisation.
3. Presently Working as EDP – In-charge at RAYMOND APPERAL LIMITED since 11th March 2006 to till 26th May 2008.

Responsibility :                                                                                                      Preparing All types of data in monthly wise,
Prepared progress report & business action plan for the company.                                                       Development Management Information system for the Organisation.
Attending all E-mails and respond the same as per required,                                                                                   Looks after to all systems for minor hardware problems.                                                                        Preparing branch preference report regularly.                                               Conti…2
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4. Worked as Sr.Asst.(EDP) at NCC LIMITED since 11th March 2006 to till date.

Responsibility :                                                                                                      Preparing All types of data in monthly wise.
Attending all E-mails and respond the same as per required,                                                                                   Looks after to all systems  minor hardware problems along with networking.                                                      Month wise Preparing of all Labour  bills, Staff & sub staff salaries, Reports In Electronic processes.

 5. Presently Working as Asst.Manager(EDP) at NCC LIMITED at Bhubaneswar..
Responsibility :                                                                                                      Preparing All types of data in monthly wise through ERP,
Attending all E-mails and respond the same as per required,                                                                                   Looks after to all systems  minor hardware problems along with networking.                                                      Month wise Preparing of all Labour  bills, Staff & sub staff salaries, Reports In Electronic processes.
 Preparing and  Sending all report & Monthly Data to Head office Pertaining to Payroll data of all Employee,  Inventory Data, Assets Data, Small tool Instruments etc in ERP System.,
EDUCATION QUALIFICATION:

B.Sc(M.G.M)at Andhra University in the year 1995


TECHNICAL QUALIFICATION:
Diploma in Software Technology at “COMPUTER POINT”, Cuttack, with 80% of marks.
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SOFTWARE SKILLS:
Operating System : MS DOS, Windows – 95,98,Server,2000, 2000 professional, 

                                  NT & Windows  XP.


Applications         :  Foxpro 2.6,Star office-5.2 &  MS -Office – 97,2000,2007

 MS-Office XP.2007,ERP


HARDWARE SKILLS: 
Installations:    
Windows-,2007, Professional, XP, MS-Office-2007, 

                       
Photosoft, Auto CAD & all Software. Assembling Modem card, 

                      
including Installations. Networking connection etc.

PERSONAL PROFILE:
Father’s Name

: Late .Nagendra Nath Patnaik,
Date Of Birth


: 29th June 1973,
Sex/Marital Status

: Male/Married
Nationality


: Indian
Language Known

: Engilish,Oriya,Hindi & Telugu
Mother Tongue 

: Oriya


Present Address

: “ PATNAIK NIVAS”
                                             Tulasipur,Cuttack – 753008
                                             Orissa,.
Permanent Address

: “ PATNAIK NIVAS”
                                             Tulasipur,Cuttack – 753008
                                             Orissa, 


Date :                                                                                     (SRIMAYA PATNAIK) 
Place:

