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Career Objective: 

To involve in project teams in developing innovative solutions, which lead to my personal advancement and ultimately contribute to the Company’s growth.
Experience:

· Worked at Dst World Wide Services as a Software Associate from January 2013 to June 2013.

· Worked at Micron Electricals as HR cum Administrator from December 2014 to June 2016.
· Worked at Aravina Infomedia Pvt Ltd from March 2019 to April 2022.

· Working in Kekule Pharma Limited from March 2024 to till now

Roles and Responsibilities:
· Maintaining Registers and New Joiners Records.

· Updating internal information with new Joiners and existing employees information.

· Everyday following daily attendance to the sites.

· Updating Database internally, such as sick and maternity leave.

· Scheduling Interviews and follow up, takingcare of new joiners document verification.

· Maintenance of the actuality and correctness of all the stored data about employees and HR related information. eg: Vacations, absences, fluctuation.
· Maintenance of employee data.

· Any other work assigned by the manager.
· Coordinating meeting logistics (rooms, catering, equipment) Planning and executing office events and celebrations. Maintaining company calenders and managing cross-team projects.

· Prepare purchase orders by verifying specifications and price, while obtaining recommendations from suppliers.
· Cash entries work doing in tally.

Technical Skills:
· Database


:
Oracle 9i/10g/11g, 12c, OracleDBA.
· Programming Languages
:
SQL,PL/SQL.
· Operating Systems

:
Windows, Linux, Unix, Tally.
· Tools                                       :            SQL*loader, SQL,PLSQL Developer
· Typing 



:
 40-WPM, 100% Accuracy

Educational Qualification:
· Completed MCA(master of computer application) with an aggregate 80%.

Personal Information:

Name


:
M.Madhavi

Marital Status

:
Married

Nationality

:
Indian

Languages Known
:
English, Hindi & Telugu

Address                            :
H.No:8-3-228/334, Rahmathnagar, Yousufguda,Hyderabad 500045.   
Declaration:

I hereby declare that the information furnished above is true to the best of my knowledge and belief.
Place: Hyderabad

Date:                                                                                                       (M.MADHAVI)
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