CURRICULUM VITAE

Name 




: PRADEEP R. RAO

Father’s Name 


: Rama Rao Belle

Date of Birth



: 27th September, 1973

Permanent Address


: R. K. Bhoir Bldg. No. 2, 







  Flat No. 8, Plot No. 90,






  Gaodevi Society, G. Gupte Road,







  Near Don Bosco School,








  Dombivli(West) – 421202

Phone No.



: 0251 – 2403049

Contact Address                                 : C/o Bhaskar Rao Belle,






  #39, T-9, U.P. Mansion-6,






  11th Main, 16th Cross,






  Malleshwaram, 

      




  Bangalore-560055.

Contact No. 



: 080-3464062

Email ID 



: pradeeprrao@hotmail.com
Religion



: Hindu

Nationality



: Indian

Marital Status



: Single

Academic Qualifications

: Passed B.Sc. from Birla College, Kalyan 






  securing 53% in May 1996.

Technical Qualifications
: Microsoft Certified System Administrator (MCSA)

 
  from Rooman Institute of Technology, Bangalore.
Work Experience

a) Duration



: From November 2002 to May 2003

Company



: M/S JV Angerlehner-Michel Bau GmbH.
Designation


: Office Assistant.
Job Responsibility


: Assist the Administration Department in routine 





  secretarial and office work, handling of telephone 





  line, sending fax, looking after despatch of letters, 





  preparing draft letter, filing & other administrative 





  works.
b) Duration



: From November 2000 to October 2002.

Company



: M/S Elde Electrical Agencies Pvt. Ltd.
Designation


: Store-keeper

Job Responsibility


: Receiving materials, preparing GRN of incoming 





  material, checking material, preparing Rejection 





  Note, Material Requisition List, Material List for 





  Floor, Consumption Sheet, Maintaining Stock, Bin





  Cards for individual items, Rejections In/Out.

c) Duration



: From May 2000 to September 2000.

Company



: M/S Helios & Matheson Information Tech. Ltd. 

Designation


: Office Assistant.

Job Responsibility


: Handling the telephone calls, Routine Bank work, 





 Xerox, Fax, Filing & other administrative works.

d) Duration



: From August 1997 to March 2000.

Company



: M/S Maneland Jungle Lodge.

Designation


: Store-keeper.

Job Responsibility


: Receiving materials, preparing GRN of incoming 





  material, checking material, preparing Rejection 





  Note, Material Requisition List, Material List for 





  Floor, Consumption Sheet, Maintaining Stock, Bin





  Cards for individual items, Rejections In/Out,





  Purchasing raw material from the market.

e) Duration



: From June 1996 to July 1997.

Company



: M/S On-Dot Couriers & Cargo Ltd.


Designation


: Office Assistant.

Job Responsibility


: Handling the telephone calls, Routine Bank work, 





  Filing, preparing run-sheet & sending for Delivery 





  & Pick-up of Documents & Parcels. Follow up for





  Payments and maintaining the daily petty cash       





  account of courier boys.

Languages Known


: To Speak, Read & Write :-






  English , Hindi, Kannada & Marathi.

Hobbies



: Listening to Songs, Travelling.







                   (Pradeep R. Rao)

