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                  Curriculum victim
1.   PERSONAL INFORMATION:
1.1 Full name:   SANTOSH  RAMCHANDRA  BHATLONDHE 
1.2 Address for correspondence: Ram Galli, Latur Dist.-LATUR – 413 512
1.3 Permanent address: Ram Galli, Latur Dist.-LATUR – 413 512

1.4 Cell No. : 9423777119
1.5 E-mail address: santoshb.637@rediffmail.com
1.6 Date of Birth: 08/05/1976 

 Age: 35
1.7 Marital Status: Married
2 ACADEMIC QUALIFICATIONS: (starting with S.S.C.)

	S. N.
	Examination / Degree
	Year of passing
	Principal / 

Special subject/s
	Board / University
	Class / Grade
	Marks obtain
	% 
of marks

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	
	(7)

	1
	S.S.C.
	Mar-91
	Mar,Eng,Hin,
Sci,Social 

Sci,Maths
	Aurangabad
	I
	460/700
	65.71

	2
	H.S.C.
	Mar-93
	Hin,Eng,Histoy,
Geography,

Poli.Sci,Sociology
	Aurangabad
	I
	370/600
	61.67

	2
	B.A.
	Apr-96
	Pub.Admn,

History,

Poli.Sci
	Dr.B.A.M.U.A’ubad
	II
	1305/2500
	52.20

	4
	M.A.
	Apr-98
	History
	S.R.T.M.U.Nanded
	II
	446/800
	55.75

	5
	MS-CIT
	Mar-03
	-
	Mumbai
	I
	58/100
	58.00

	6
	Typing 40 W.P.M.
	May-02
	English
	Pune
	I
	69/100
	69.00

	7
	Typing 30 W.P.M.
	May-02
	Marathi
	Pune
	I
	70/100
	70.00

	8
	Lower Diploma in Co-operation
	Dec-96
	-
	Pune
	I
	720/1000
	72.00


3 WORK EXPERIENCE: (Starting with current employment)

	Sr.No.
	Post
	Period
	Organization / Management
	Last salary drawn

	
	
	From
	To
	
	

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	1
	Office Assistant
	11.01.2010
	To date
	Goldcrest High,Latur
(ICSE school)
	R 10332/-*

	2
	Data Entry Operator
	01.01.2002
	08.01.2010
	District TB Control Society,Latur (Under RNTCP)
Public Health Dept.GOM
	R 8500/-

	3
	Computer Operator
	01.01.2001
	31.10.2001
	Civil Hospital,Latur
	R 2000/-

	4
	Computer Operator
	01.09.1999
	31.12.2000
	Print-O-Park,Latur
	R 1500/-

	5
	Computer Operator
	01.02.1999
	30.08.1999
	Akshar Rachna,Latur
	R 1500/-


* Also entitled mobile bill allowance up to R 500/- p.m.
4 LANGUAGES KNOWN 

	Language
	Read
	Speak
	Write

	Marathi  (Mother Tong)
	√
	√
	√

	Hindi
	√
	√
	√

	English
	√
	Fluent
	√


5    CURRENT JOB RESPONSIBILITIES:   

· Assistant to Chief Administrative Manager / Principal
· Office administration

· Local Purchase

· Vendor  management

· Lesion with government offices
· Transport, Security, House-keeping & Cafeteria services co-ordination

· Assist in organizing event arrangements

· Accommodation arrangements for teachers
· Accommodation & conveyance arrangements(hospitality) for consultant, visitors, gusts etc
· Co-ordination with head office

· All other related work did as per the time to time instructions of school officials, Head office officials. 
· Work experience of general administration and office administration

6     PREVIOUS JOB RESPONSIBILITIES :   

· Secretarial Assistant to District Tuberculosis Officer

· Assist in various training & retraining programmes
· Assist in event celebrations

· Press release and media coverage

· Arranging various meetings and making minutes.
· Office administration

· Recruitment procedures 

· Procurement procedures – calling quotations, making comparative, purchase orders
·  Lesion with head office
· Assist in preparation of annual action  plan

· All Reporting of the programme (technical & administrative)
· Online data entry ‘HMIS’ 

· Online BDS(Budget Distribution System)

7      SPECIAL ACHIEVEMENTS :
· Secretarial assistant

· Fluent communication skill

· Fluent spoken  in English,Marathi,Hindi
· Fluent in computer operation, e-mail, web-mail, Group SMS
· Public Relation (PR)

· Press Release

· Team leadership

· Recruitment & Procurement procedures 

· MIS Reporting

· Well versed in online, off line data entry

· Data base  management

· Basic accounting knowledge
· Ability to handle any kind of  responsibility as per requirement
· Punctuality, honesty & hard working
· All solution at one stop.

8      REFERENCE :  

Dr.B.M.Donglikar,
Cl-I Psychiatrist,
Government Medical College, Latur
Mobile : 9422469521
I hereby certify that the information given in this application is true and correct to the best of my knowledge and belief. I understand and agree that misrepresentation or omission of relevant facts will justify cancellation of application.
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    Date :11/11/2010                                  






    Place : LATUR                                                                           (Signature of the Applicant)       







