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PROFILE 

· Primary teacher with 5 years of Experience in various teaching methodologies, preparation of lesson plans, setting of goals, online teaching, possessing excellent classroom management skills, inculcating 21st century skills in students with full dedication…

· Ability to devise and develop ways to encourage and challenge students to help them deepen their knowledge and understanding.

· Ability to develop and foster appropriate skills to enable the development of children.

· Civil Engineer with 11 years of experience in administrative skills, Contract Monitoring  & Billing, Tendering, Costing, Estimations and Drafting. 

	S.no.
	Work Experience
	Designation
	Place
	Period of working
	Years of Exp.

	1
	Primary Class Teacher upto grade 4 

English, Math, EVS, computers (Mother Teacher)
	Teacher
	Tiny Scholars High School, Hyderabad
	2017 June  - 2022 April
	4 yrs 10 months

	2
	Preparation of technical Documents for submission of all Railway tenders. 
	Dy. Manager (Tenders)


	M/s. VNR Infrastructures Limited, Hyderabad, India


	June 2011 – October 2016


	5 Yrs, 5 Months

	3

	Preparation of technical Documents related to buildings   for submission of tenders in different State, Central, and Private organizations.
	Senior Engineer
	M/s. SEW Infrastructure Limited, Hyderabad, India.
	December 2007 – May 2011


	3 Yrs, 6 months

	4
	Planning, structural designing for Residential multi storied buildings.
	Junior Engineer
	M/s. Transcendence Planners, Vijayawada, India.
	May 2005 – November 2007
	2 Yrs, 6 months



June 2017 – April 2022
Tiny Scholars High School, Hyderabad, India
Tiny scholars High School is dedicated to exhaustive quality learning and is utterly committed to a continuous process of improvement for the benefit of the students.  
Website: www.tinyscolarshighschool.com

Primary Class teacher
Key Responsibilities

Professional Experience & Key Responsibilities
· Developing lesson plans as per the curriculum.

· Conducting tests for students on a monthly and weekly basis to track their   progress.

· Developed all online materials for students and collected a list of resource links for students as well.

· Responsible to conduct extracurricular activities for the students.

· Helping and guiding the weak students in their curriculum.

· Arrange Parents Teacher Meeting and counseling parents to encourage and guide the children in their interests other than academics.
· Maintain discipline in the classroom.

· Maintaining the attendance register, report cards of students through hard copies and soft copies.
· Maintaining up to date classrooms display & records.

· Holding assembly and motivate children with inspirational quotes and stories.

· Help managing student behavior.

· Hold a key role in COVID -19 to conduct online classes and maintain student records by creating links and formulas.

Training / Works shops attended
· Workshop attended on Excel in English, classroom Management & 21st century skills conducted by Pataskala in 2022.
· Attended an in-classroom, teacher-led program focused on achieving foundational literacy & numeracy skills conducted by 321’s IGNITE program in 2018-2019. 


Software/ browser 

MS – Office: – Word, Excel, PPT (Power point presentation), paint, teams

Google suits: – Spread sheets, Docs, Slides, Meet, Jam board, Classroom .


June 2011 – October 2016
M/s. VNR Infrastructures Limited, Hyderabad, India
VNR Infrastructure Limited specialization in Railway infrastructure for the past 26 years.., group’s core strength is Technical Competency for Signaling & Telecommunication in Indian Railways, infrastructure development projects in the growing sectors of Railways, Irrigation, Aviation, Logistics and Power.

Website: www.vnril.com

Dy. Manager (Tenders)
Key Responsibilities

Preparation of pre bid queries
· Preparation of Technical Documents for submission of Bid 

· Preparation of various contract Agreements 

· Preparing work schedules, monitoring the progress,  

· Preparing daily/weekly/monthly progress reports.

· Review Progress as per the Schedule and provide an update to the management. 

· Monitor sites by interacting with respective Site In charge.

· Preparation of Sub contract Bills. 

· Maintain the data bank / records / files of ongoing / completed projects

Type of Contracts
: Item Rate, Percentage Rate, Lumpsum.
Major Clients

: NTPC, RVNL,RITES, All Railway Departments (NF Railway, 




  SW Railway, SE Railway, Eastern Railway, East Coast 




  Railway),  etc and some other private sectors.


December 2007 – June2011

M/s. SEW Infrastructure Limited, Hyderabad, India
SEW Infrastructure Limited is 50 Years OLD company and attained specialization in the construction of high dams, Industrial, Commercial and Residential Buildings, Roads and Bridges, etc.,

Website: www.sewinfrastructure.com
Senior Engineer (Tenders)
Key Responsibilities
· Preparation of pre bid queries & attending the pre bid meetings

· Detailed specification, BOQ, tendering, negotiation, bid evaluation, contract documentation, site supervision, contract administration and procurement services for bought out items.

· Assisting in Costing for BOQ items for all types of Building projects 

· Preparation of various contract Agreements 

· Preparing work schedules, monitoring the progress, supervision of works.  Preparing daily/weekly/monthly progress reports.

· Responsible for maintaining the records of office inventory.


Engineer (Tenders)
Key Responsibilities 

· Explore the tender notices from various sources

· Study of Tender Documents and Preparation of synopsis of the tender           

(on ITB, Conditions of Contract (General & Special), Technical Schedules, Bill of Quantities, Drawings etc.)

· Checking the eligibility conditions for bidding

· Preparation of pre-qualification applications and Expression of Interest         

   Documents

· Note put-up to the management for decision on participating in the bid

· Purchase of Tender Documents

· Preparation of pre bid queries, Technical submissions

· Detailed study of BOQ , Technical specifications and incorporating the various factors coming out of Contracts. 

· Calculation of key material components of the project such as requirement of Aggregates, Cement, Reinforcement Steel, Structural Steel, Bricks, other Construction Materials etc.

· Preparation of Estimates

· Preparation of JV Agreements

· Checking the Bill of Quantities as per the schedule of prices given in the Agreements after awarding the Work

Type of Contracts
: Item Rate, Percentage Rate, Lumpsum.

Major Clients
: NTPC, CPWD, DGMAP, RINL, SAIL, BHEL, ONGC,  GAIL, EIL   and       Some other private sectors.

TRAINING PROGRAMMES 

Internal Auditor for QMS (ISO 9001-2000)


May 2005 – November 2007 

M/s. Transcendence Planners, Vijayawada, India.
Transcendence (Structural Designers) is specialized in consulting and construction of Commercial and Residential Buildings.  Responsibilities include: 
Jr.Engineer ( Planning and Designing)
Key Responsibilities 

· Assisting in Drafting the Drawings from the Designed Data for residential and industrial Buildings by using CAD.

· Prepare the bills as per Standard Contractual Specification & relevant codes for various civil projects.

· Study the architectural and engineering drawings and specifications.  Monitoring the work in progress.

· Preparation of Estimates, procurement of the required material.

· Assisting the admin manager in planning and executing the events and other activities in organization.

Major Clients: Private Sectors

June 2000 – August 2002 

M/s. Domineer Architects& Structural Designers, Vijayawada, India.
Domineer is specialized in consulting and construction of all Commercial and Residential Buildings.  Responsibilities include:
Draughtsman, Accounts Assistant 
· Procurement of material. 

· Drafting architectural and engineering drawings and with the given specifications. 

· Preparation of Drawings as per Municipal rules by using 2D CAD.

· Making Ammonia prints and coloring the drawings as per the Municipal and panchayat specifications. 

· Assisting the admin manager in planning and executing the events and other activities in organization.

· Maintain executive appointment schedule by planning and scheduling meetings conferences teleconferences and travel.

· Responding the mails and coordinating with the dealers, Suppliers and vendors. 

· Responsible for handling the petty cash and keeping the record of expenses.

QUALIFICATIONS
· Post Graduate Diploma in Infrastructure Management , ASBM (CDE) – 2009 – 2010.

· B.Tech. Civil Engineering, Acharya Nagarjuna University, 2002-2005.

· Diploma in Civil Engineering, State Board of Technical Education, 1997-2000.


PERSONAL INFORMATION
· DOB


: 
24-07-1982

· Gender


:
Female

· Husband Name

: 
Venkata Krishna Sajja, Civil Engineer
· Children


:
Lekhana – 13 years & Rupender  - 8 years
· Nationality


:
Indian

· Languages 

:
Telugu, English

(S. Rathna)

Date:

Place:
Vijayawada
