LETTER
SUB: - Applying for the post of ____________________________.
I Yerusu Vijaya Kumar, S/o Y. Narayana Rao, Residing at D. no: 39-21-9/1,   Ground Floor, Sankar Nagar, Madhavdhara Visakhapatnam-530007.
 I the undersigned wish to apply for the same and have a great pleasure in submitting my application for your favorable consideration. I have enclosed my resume here with for your kind perusal.
If my qualification and experience suit your requirements and given me a opportunity,     I will do my best to merit your confidence and devotion duties. I will take the job with a great sense of responsibility and enjoy the challenge of new situation and expect to make a positive contribution in the position you have given to me.
Thanking you sir,

Yours Truly,

(Y.VIJAYA KUMAR)

CIRRCULAM VITAE
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YERUSU VIJAYA KUMAR, 
D. no: 39-21-9/1, Ground Floor, 

Sankar Nagar, Madhavdhara 

Visakhapatnam-530007.
.

Phone:- 7032311227 
Email:- yerusu.vijayakumar@gmail.com
Career Objective:-
To associate with an Organization which progresses dynamically and gives me a chance to update my knowledge and enhance my skill in the state of the art of technologies and be a part of the team that excels in work towards the growth of the organization.

Educational Qualification:-

· Bachelors Degree in Commerce (B.Com) from Pydah Degree College (Affiliated to Andhra University) Visakhapatnam in 2002
Technical Qualification:-

            Operating System.
· MS DOS, Windows 95 / 98 / 2000 / XP.

Packages:-

· MS Office, 
· Tally,
· Internet.                                                
Work  Experience
1. Worked in Indwell Constructions Pvt. Ltd, as Computer Operator (AX-BC) for a period of four years. (i.e. from Dec’12 to Oct’16).
INDWELL- a name to be reekoned as a major construction force in the field of Erection, Testing and Commissioning of Turbo Generators and Boilers, LP/HP Gas Piping, Gas Turbine Sets, Hydro Turbines, Nuclear Turbines, and their auxiliaries, Structural works, Refineries, and in the field of Overhauling, Maintenance, Refurbishment, Renovation, Up gradation, and modernization of Power Station equipments from 1 MW TO 800 MW and beyond……
Regarding working structure:
· Collecting daily progress from several engineers and preparing the daily progress report sheet submit the same with soft and hard copies to our Project In Charge, Customer and Client respectively.
· Collecting RIV (Requisition cum Issue Voucher), CIV (Cannibalization Issue Voucher), RSV (Return Stores Voucher), CRIV (Contractors Requisition cum Issue Voucher), IOM (Inter Official Memorandum), Vouchers from Material Handling Manager and the same to be updated daily in billing software and it should be done in TAT (Time around Time).
· Preparing monthly RAB’s in TAT and the same to be submitted with soft and hard copies to Project In Charge, Customer and Client respectively.  
· Preparing the necessary statements, documents, and letters as per the requirement of  Project In Charge, Customer and Client respectively.  
· Collecting and Entering all the required data in billing software and it should be done in TAT.

· Preparing the Reconciliation Statements, Final Bills, and necessary required documents and letters at the end of the Project and all the same to be submitted with soft and hard copies to Project In Charge, Customer and Client respectively.  
2. Worked in Lorven Movers & Lifters as Supervisor for a period  of  two years .  (i.e. from Jan’08 to dec’09).

            Regarding working structure:

· Maintaining of five Poclains at various districts are under my control.
· Take care of  Entire Operation Wing 

· Independently taking care of Entire Administration system i.e., Accounts, Payments, Salaries, Attendance, Leave records, Full and Final Settlements to staff etc.,
· Checking of all Data Entry works (Tally Sheets, Reports, Billings, Challans etc.,) every day to day.

· Handling an Imprest cash of Rs. 30,000/- to Rs. 50,000/- per month (this depends upon the work and may increase Upto Rs. 1,00,000/- and credit from parties upto 3,00,000/- per month (depends upon the work). 

·  Entire control over manpower working round the clock.

· Take care on entire Repairs & Maintenance of Poclains.
· Keep Directors informed regarding the statistics of work performed through phones  everyday.

· Self-correspondence and preparing budget report every monthly.
· Recruitment of staff when needed.
3. Worked in Ideal Communications (Channel Partner for Idea Cellular Ltd.) as   Team Leader for a period of five years. (i.e. from jan’03 to dec’07)                                       
Regarding working structure:
· Take care of Entire Sales, Administration and Customer Relations Independently.
· Postpaid, prepaid, & collections are under my control.
· Checking of all Data Entry works (CAF entries, Billings, Challans etc.,) every day to day.

· Checking of CAF’s, Application entries, status of CAF’s etc., & Maintaining the same in T.A.T
· Checking of daily reports and achieving of targets day-to-day and month-to-month.

· Group discussions with FOS and Staff  how to achieve the targets. 
· Keep Directors informed regarding the statistics of work performed through phones and mails everyday.
· Self-correspondence and preparing budget report every monthly.
· Recruitment of  FOS when needed.
· Recruitment, Training development and retention of a team of specified persons will be in my under.

Achievements:-
· Promoted as AX-BC (Assistant Executive in Billing and Computers from Computer Operator in Indwell Constructions Pvt, Ltd.
· Promoted as Team Leader from Sales Coordinator in Ideal Communication

· Promoted as Supervisor from Office Assistant in Lorven Movers & Lifters.

Attitude:- 

· Soft in Nature
· Positive Attitude
· Self Motivated
· Patience
· Loyalty

Strengths:-

· Adaptability
· Results Oriented

· Hard Worker & Sincere
· Ready to Relocate

· To Work Under Pressure

Interests:-

· Loving Pet Animals

· Making Friends

· Going Long Rides on Bike
· Learning New Things
· Chatting
Personal Information:-
· Name in Full                           :-            YERUSU VIJAYA KUMAR
· Father’s Name                         :-            Y.Narayana Rao
· Communication Address         :-            D.no 39-21-9/1 Ground floor, Sankar Nagar,
                                                                     Near Madhava Swamy Kalyana Mandapam, 
                                                                     Madhavdhara,Visakhapatnam -530007.

· Date of Birth                           :-             01-09-1980
· Martial Status                          :-            Unmarried
· Salary Expected                      :-             Negotiable
· Languages Known                  :-             English (Read/Write)
                                                                     Hindi    (Read/Write)
                                                                     Telugu  (Read/Write)
· Driving License no.                :-              DLD APO31950002003
· P.A.N Card no.                       :-              ABCPY 6907B
I here by assured that I am hale and healthy, and able to withstand to the hard work and assure that I will best on my attention in up grading the line in which I have been posted, and waiting for your esteemed reply in positive.
Station :- Visakhapatnam.
Date    :-
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