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DEVENDRA TRIVEDI

C/O. ASHOK GUPTA,

GUPTA KIRANA STORES

HINGNA ROAD, WANADONGRI

OPP. NAVIN SUBHEDAR PAT SANSTHA

POST WANADONGRI, NAGPUR-441110

MOB. 08446580471

EMAIL : devendra.trivedi18@gmail.com


DEVENDRA TRIVEDI

 

Experience:

Apr. 2017 to till date

 : 
M/s. KCC Buildcon Pvt. Ltd., Nagpur






As a HR/Admin. Officer   From Apr. 2017 to till date
                        From Apr. 2017 to till date.

Job Profile 



Responsible for all the aspects of Office Admin./HR activities 

correspondence & file arrangement of section in the Flyover Project from Mental Hospital Square to Libarty Cinema, Nagpur TPC 218 Cr. and Construction of 4-lane PQC Road, Nagpur from Automotive Square to Kanhan City from Km. 704.227 to 723.000 Maharashtra under EPC Basis,

Duties:
(1) Responsibility to Office Admin/HR, Preparation of correspondence, file arrangement, Attendance, and General office administration work. 

(2) I am familiar with the prepared the Admin. & Accounts Books and completely knowledge MS Excel & MS Word and sound knowledge of Tally. 
· Feb. 2017 to Apr. 2017
 : 
M/s. MEP Infra. Projects Developers Ltd., Nagpur






As a Administration In-charge.

                        From Feb. 2017 to Apr. 2017.

Job Profile 



Responsible for all the aspects of Office Admin. correspondence & 




file arrangement of section in the Outer Ring Road 4 laning NH 




Project, Construction of 4-lane stand alone Outer Ring Road, 





Nagpur from Km. 0.500 to 62.00 Km. 62 Km. in the state of 





Maharashtra under Hybrid Annuity Basis,

Duties:
(1) Responsibility to Office Admin. Preparation of correspondence, file arrangement, Attendance, and General office administration work. 

(2) I am familiar with the prepared the Admin. & Accounts Books and completely knowledge MS Excel & MS Word and sound knowledge of Tally.

· Mar. 2015  to Jan.2017
 :
NATIONAL HIGHWAY AUTHORITY OF INDIA

As a Administration Executive/Office Assistant.

Job Profile 
Responsible for all the aspects of Office Admin. correspondence & file arrangement of section in the Bhandara-Nagpur, National Highway 4 laning Project, NH-6 Design, Built Engineering, Finance, Construction and Maintenance  of Bhandara-Nagpur section from Km. 405.000 to 544.200 Km. 139 Km. of  NH-6 in the state of Maharashtra under NHDP Phase-III on DBFOT Basis, 

Duties:
(1) Responsibility to Office Admin. Preparations of correspondence, file arrangement, self correspondence, MIS, invoice check, & maintained the office administration work. 

(2) I am familiar with the prepared the Admin. & Accounts Books and completely knowledge MS Excel & MS Word and sound knowledge of Tally 

Aug. 2014 to Feb. 2015
 : 
SKYLARK HIGHWAY SOLUATION LTD. (NEW DELHI)






As a Administration In-charge. 

                        From Aug. 2014 to Feb. 2015

· Aug. 2014  to Feb. 2015
 :
SKYLARK HIGHWAY SOLUATION LTD. (NEW DELHI)

Job Profile 
Responsible for all the aspects of Site Admin. correspondence & file arrangement of section in the administration department, preparing MPR, DPR, vehicle arrangement etc.

Duties:
(1) Responsibility to Office Admin. Preparation of Attendance, invoice, and preparation of Vehicle bills, self correspondence, maintained of site expenditure.

(2) I am familiar with the prepared the Admin. & Accounts Books and completely knowledge MS Excel & MS Word and sound knowledge of Tally 
JANUARY 2013 to July 2014 : 
STUP CONSULTANTS PVT. LTD. (MUMBAI)






As a Accountant cum Office Manager 

                        From Jan.2013 to July 2014

· Jan. 2013  to July 2014
 :
STUP CONSULTANTS P. LTD. MUMBAI (M.H.)

Job Profile 
Responsible for all the aspects of Site Admin. & account section in the Bhandara-Nagpur, National Highway 4 laning Project, NH-6 Design, Built Engineering, Finance, Construction and Maintenance of Bhandara-Nagpur section from Km. 498.000 to 544.200 Km. 46.2 Km. of  NH-6 in the state of Maharashtra under NHDP Phase-III on DBFOT Basis, the cost of the project is Rs. 484.00 crores.

Duties:
(1) Responsibility to Office Admin. Preparation of invoice, and preparation of Vehicle bills, self correspondence, maintained of site expenditure. 

(2) I am familiar with the prepared the Admin. & Accounts Books and completely knowledge MS Excel & MS Word sound knowledge of Tally                   
· Feb. 2008  to Dec. 2012  :
Artefact Projects Ltd. – Zaidun-Leeng SDN-BHD (JV)

As a Accountant cum Admin. In-charge.

Job Profile 



Responsible for all the aspects of Admin. & account section in the 

Durg-Nagpur National Highway 4 laning Project, NH-6 Design, Engineering, Finance, Construction and maintained of Durg-Nagpur section from Km. 405.00 to 485 Km. 85 Km. of   NH-6 in the state of Maharashtra under NHDP Phase-IIIA on BOT Basis, the cost of the project is Rs. 424.00 crores.

Duties:
(1) Responsibility to Office Admin. & Accounts Books, Preparation of invoice, and preparation of Vehicle bills, self correspondence, maintained of site expenditure. 

(2) I am familiar with the prepared the Admin. & Accounts Books and completely knowledge of MS Excel & MS Word.
· Jan. 2005 to Feb. 2008 :

Employer


-
Intercontinental Consultants & Technocrats Pvt. Ltd. New Delhi.

                                                     Theme Engineering Ltd. Jaipur (JV)

Project


-
Betul-Paratwara & Multai-Chhindwara Road Project, Package-II,





Betul (M.P.) ADB FUNDED Barwah-Dhamnod, Khalghat-

Manawar & Khalghat-Kasrawad Road Project, Package-4, Dhamnod, Distt: Dhar (M.P.) 
Position Held

-
Accountant/Administration Executive.

Job Profile
-
(1) Betul-Paratwara & Multai-Chhindwara Road Project

Responsible for all the aspects of site account & Administration section 

in the construction supervision of Madhya Pradesh State Road Sector Development Program Phase – I Six State Highway Corridor Package – 2 from Km 123.00  at Betul – Paratwara and from at Multai - Chhindwara Road 

(2) Barwah-Dhamnod, Khalghat-Manawar and Khalghat-Kasarvad Road Project:

Responsible for all the aspects of Admin. & account section in the construction supervision of Madhya Pradesh State Road Sector Development Program Phase – II, Packages 4, Rehabilitation, up gradation and strengthening of Road No. 7- Barwah-Dhamnod Road and Khalghat-Manawar Road(SH-38) and Khalghat-Kasarwad Road (SH-31) Total Length Km. 122 

Duties
-
(1) Responsibility to Office Administration work & preparation         

of site Accounts, Invoice preparation, preparing Monthly progress reports, vehicle log books & MIS report.  

· (2) I am familiar with the prepared the Accounts & Admin. books     

            and completely knowledge of MS Excel & MS Word.

· July. 2003 to Dec. 2004

Employer


-
Conservator of Forest, Research & Extension Centre Betul.

Office



-
Research & Extension Centre Betul.

Position Held


-
Office Administration Executive.

Job Profile/Duties  
-
Handled all Administration activities and Administration

work and preparing computer work & Preparing 
Administration books, Files Recording, correspondence,

& Handle the Administrative activities to other dept.

· Nov. 1997 to Jun. 2003

Employer


-
P.H.E. Deptt: Bhopal (M.P.).

Office



-
Public Health Engg: Department, Betul.

Position Held


-
Office Administration Executive/Computer Operator

Job Profile/Duties
-
 Handled all Administration activities and Administration

work and preparing letter writing work & Preparing 
Administration books, received & dispatch work.
Personal Profile:

Name



  :
 Devendra Trivedi

Father’s Name

  
:
 Late Shri Ramadhar Trivedi

Present Address
:   
C/o. Mr. Ashok Gupta,



Gupta Kirana & General Stores



Wanadongri, Hingna Road



Nagpur - 441110

Contact No.

 
 :
 08446580471
Date of Birth

  
:
17TH June 1971

Nationality

 
:
Indian 

Marital Status

  
:   
Married (Child Two)

Sex



:   
Male

Languages Known
  
:   
Hindi and English 

Academic Qualification:

· 12th from Madhya Pradesh State Board of School Education.

· Bachler of Commerce from Barakatullah Vishwavidyalaya Bhopal University. 

· Master of Commerce from Barakatullah Vishwavidyalaya Bhopal University.
· N.C.C. “C” grade Certificate. 
· English/Hindi typing certificate.
· Certificate of Tally 9.0. 
Technical Qualification:

· One year diploma in diploma in computer Software from Aptech Computer Education Pune. 

Career Object
           
 :
 I wish to work in challenging 

                               



Atmosphere with enough Opportunities for growth.

Personnel Qualities 
  

:
 Sound physique, Good health, Good 

 Communication, Interpersonal skill, 

 Strong will power and Sincere from core.
Language Known


    Speak

Write

Read
English
   Good

Good

Good




Hindi

   Excellent
            Excellent
Excellent




Marathi
   Average
            Average
Good

CERTIFICATION

I, undersigned, the best of my knowledge and belief, these data correctly describe my qualifications, my experience and myself.
Place:  Nagpur (M.H.)

Date:          

         
         






  (Devendra Trivedi)
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