RESUME       

PURNA CHANDRA SEKHAR PINGALI

E-mail:purnachandrasekhar.pingali@rediffmail.com sekharc004@gmail.com     

Mobile No: 9963000653

Career Objective 

                To render best service to the organization with which I will be associated.

        To improve my career and working skills.

Work  Experience

              Worked as Medical Sales Executive-Cum-Administration in Indu Drugs &                          

         Formulations Pvt Ltd on contract basis from 2010.

Job Profile: 
· Visited Doctors to promote our products .

· Feedback from the Doctors.

· Order bookings.

· Sales Reports and Administration related works.

Worked as Administration-cum-Sales incharge in SSV Publications,Hyderabad              from 2008-10

Job Profile:

· Visited colleges to promote the Titles.

· Got Appointments to meet the Professors, Head Of the Departments.

· Given feedback, and taken order to supply the titles.

· Maintained the inward and outward,dispatch, files, clients profiles, etc.

Worked as  Area Sales Executive in M/s.Galgotia publications Pvt Ltd., New 

Delhi(Promotion office, Hyderabad) from 2005 to 2008.

Job Profile:

· Visiting colleges to promote the titles.

· Getting appointments to meet the Professors, Head Of the Departments, Libraian.

· Demonstration of titles, brochures, educational information, journals relative to        subjects; to Professors.

· Feedback, foreword, innerviews, acknowledgements, MOUs, taken from the Professors and taking orders to supply the titles.

· Requisition letters , No Objection letters to publish the titles authorised by respective Professors, Subject Experts.

· MOU and contract agreements  regarding titles published and pay packages  of   royalty.

· Canvassing and promoting campaigns in bookfairs, colleges, exhibitions.

· Sending information brochures, educational journals to all the distributors and colleges.

Previous Experience:

          Worked as  Administrative executive for Hindustan Corporation Limited, 

Hyderabad during  2004-2005.

Job Profile:

· Maintenance of  service records, ESI,PF, Prof.Tax  of Worksmen, Truck operators, Drivers, Supervisors, field staff, mechanics and other staff  members.

· Maintenance of inward and outward, despatch, company correspondence registers, files, ESI, PF registers and records.

· Maintenance of stationery related to Office use and requisite titles, items, forms from time to time.
Attended the ESI, PF settlement and claims work related to the employees.

·  Preparing and sending the statements of ESI, PF and Insurance amounts deducted  monthly from the employer and  employees and making payments of those to the respective offices.

Worked  as   Office Executive in SDK Technologies, Hyderabad during 2003-

2004.

Job Profile:

· Fixed appointments to customers to meet the Director.

· Attended Phone calls from customers.

· Intimated schedules of meetings  to staff members.

· Maintenance of  records of tour expenses and  bills.

· Preparing and sending the statements of  ESI, PF amounts deducted monthly from the employer and employees and making payments of those to the respective offices.

Worked as  Marketing Executive in Swathi Financials, Hyderabad during 2001-   2003.

Job Profile:

· Attended marketing of  HSBC credit cards.

· Met the customers and explained about credit cards and their use.

· Processed the customers application forms for issue of credit cards.

· Reported daily sales report , client/customer profile related to processing the application form.

· Assessed the reports  giving details of the customers, willing and unwilling  to take the credit cards.

· Explained to the customers about bank services and other financial products.

Worked as Technical Apprentice and Technical Assistant in BCIT Limited, 

Vijayawada during 1997-2001.

Job Profile:

· Attended to the works allotted to me by the superiors as per the time schedules.

· Acquiring the knowledge of the   technical aspects and project training from the senior tehnical staff and trainer. 

· Had practical orientation also.

Educational Qualifications:

· Pursuing M.Sc(Maths) Final Year from Osmania University.

· B.Sc(Electronics) from Nagarjuna University.

· Intermediate(M.P.C.) from A.N.R.College.

· High school from  Siddhartha Convent.

Technical  Qualifications:

· Knowledge in Computers i.e., MS Office., Internet concepts.

Strengths:

· Grasping ability.

· Keeping concentration on tasks assigned to me.

· Possessed patience to understand the situation.

Personal Profile:

Date of Birth

:
16-09-1972

Father’s Name

:
P.S.R.Sarma

Gender


:
Male              

Marital Status

:
Unmarried

Languages Known
:    

              Telugu
:
Speak, Read & Write

              English
:
Speak, Read  & Write

              Hindi

:
Speak, Read   & Write

Present Address
:
C/o K. Prakash,

H.No.2-2-1103/5/3/A

Sanjeevaiah Nagar,

Tilak Nagar, 

Hyderabad-500 044

The information above furnished is true and correct to the best of my knowledge.

(P.PURNA CHANDRA SEKHAR)

Date:

Place:      

