

KANKARLA NILAKANTHA PATRO[image: ]

KW Mob: +965-98840503
IND Mob: +91-9861071108 
Present Address: Kuwait
E-mail: nilakanthapatro@gmail.com
Skype: nilakantapatro@outlook.com

Total Experience: 12 Years








Carrier Objective:
I am seeking a position where I can work in a challenging environment and gain experience in working as skilled qualified professional Administrator with proven track record of maintaining documents as per established procedure and guideline of the organization and able to success company’s vision and meet the goals.
Document control is a vital part of the management performing the various functions with the coordination of different departments.
Post applied for	:	Project Administrator, Document Controller,                
                                                     Executive Secretary, Admin Assistant, Coordinator,
                                                     Operation Manager,
Areas of Expertise / Core Skills

· Document Control Management, Coordinator, Administration, Executive Secretary.
· Office Protocols & Procedures
· Data entry, Office IT skills.
· M.S Office.
· Track Record of Handling All Kind of Official Documents Dealings
· Controlling all documents Hard and Soft Copies
· Ability to Work under Pressure, Time Management
· Excellent Technical Proficiency
· Effective Communication Skills
· Eagerness to constantly learn and improve
· Friendly, polite, and courteous to others
· Team Leadership & support
· Doing Administrative and clerical tasks
· Maintaining folders on servers
· Arranging meetings, Appointments
· Made travel arrangements for Executives and updated them
· Kept online filling system updated as needed  



Type of Project Worked On:

· Al Khairan Shopping Mall- TSC. Co
· Oil & Gas - KOC - (LFHO)
STRENGTHS

· Quick Response, Self-Motivated, Honesty, Hardworking, High level of Grasping power, organizing skills, Positive thinking, Flexible & Adaptable, Learning ability
· Time to time follow up with each job assigned by the management
· Ability to work under pressure and accurate
· Good in time management
· Communication, Controlling, Organizing, Planning, and Quality. 

IT SKILL 

· Ms. Office 2003, 2007, 2010, Ms. Word, Ms. Excel, PowerPoint, Internet.
HOBBIES

· Listening to Music, Watching Movies, Making New Friends.
Duties and Responsibilities:

· Maintaining a tracking facility to enable documents to be updated easily.
· Scanning in all relevant new documents.
· Checking dispatch documents are accurate.
· Presentation and filing of documents and drawings.
· Responsible for maintaining hard copy information.
· Issuing and distributing controlled copies of information.
· Provide advice on procedures of issue and methods in accessing the system.
· Ensuring all documents are as up to date as possible within electronic filing systems.
	Work Experience:
· Jan’2017 – Till Date ALGHANIM INTERNATIONAL GENERAL TRADING & CONTRACTING.CO. W.L. L Document Controller - (QC Administration)
· May’2016 – Nov’2016 KARVY COMMODITIES LTD – Senior Relationship Manager
· May’2014 – Apr’2016 GEOJIT BNP PARIBAS FINANCIAL SERVICES LTD – Relationship Manager
· Mar’2010 – Apr’2014 INDIA INFOLINE LTD, - Relationship Manager
	EDUCATIONAL QUALIFICATION
· B.COM From St. Peter’s University Chennai, 2012 (Tamilnadu)
· C.H.S. E from S.B. Science College Berhampur, 2009 (Odisha)
· H.S.E from S L.N.M.M High School Berhampur, 2007 (Odisha)
[image: ]

Please refer annexure for more details
Annexure
1. Company		:     	M/s Alghanim International General Trading & 					Contracting Co. W.L.L, Kuwait.
Designation: Document Controller
Joining Date: 29th Jan 2017 – Till Date

Roles and Responsibility	
· Making of Civil Department WIR” s
· Maintain Every Time Department log’s  
· Good Relationship with sub-contractor’s  
· Making of Mechanical Department RFI” s
· Verifying All Hydro Testing Documents. 
· On Time Consult with PMC And QC Department which documents is needed for process the work.
· Handling of Hydro Test Packages.
· Updating Inspection Test Records (ITR” s)
· Follow Up with PETROPCS Dept.
· Maintaining of Time Sheets of My Site Workers.
· Handling All kind of Admin and Back Office Operational Related Works. 
· Communicates with Team Members, Engineers, And Construction Manager Suggest Idea for Growth. 

1. Company 			: 	KARVY COMMODITIES LTD   [image: ]

	Roles and Responsibility		
· Maintaining Operation Works In office Time.
· Make Daily meeting for Down line Employees
· Ability to train several employees effectively as well as Team Handling also.
· Make monthly and yearly Business plan to achieve Targets.
· On time Collection of Debit clients Cheques. [image: ]


2. Company 			: 	GEOJIT BNP PARIBAS FINANCIAL SERVICES LTD   
	Role and Responsibility	 
· Sales - Equity, Commodity Insurance & Mutual Funds. And Banking Products.
· Others - Maintain all statutory and business controls for branch process and complies with code of conduct. Conduct Investor Meet. Track competition and communicates to BM/RM/TM /AVP suggest idea for business growth.
· Can guide clients for their investments in various sectors.
· Handling of Branch Accordingly. 

3. Company 			:	INDIA INFOLINE LTD[image: ]

Role and Responsibility	
· Opening of Demat Account Equity, Commodity & Currency 
· Real time risk monitoring online.
· MIS preparation for all risk clients before market and after market and monitoring according.
· Handling ageing client’s funds collection. Guide to Franchisee accordingly.
· Business Plans Formulating business plans strategies for maximizing profitability.
· Handling Backend process of the Branch.
	Professional Summary:
· Worked with India Infoline Ltd, Geojit BNP Paribas, Karvy Stock Broking.
· Dealing with Clients, Risk Management, Back Office Operations, Administration Works.
· Maintaining good relationship with clients.
· Ability to train several employees effectively.
· Ability to work well in both a team environment and individual environment.
· Capable to manage time.
· Can guide clients for their investments in various sectors.
· Attend to Investment Management client’s telephone and e-mail inquiries in a professional manner.
· Service and maintain existing clients to exceed customer satisfaction targets.
· Contribute to the development of new investment products and services by identifying new opportunities through encouraging client feedback and listening to client comments.
· Handle all matters relating to maintaining up-to-date records, including filing, client documentation, presentations, updating MIS, updating key performance targets etc.
· Assist the sales team with all client related matters including account opening, investment information, presentations etc.
· To develop business from existing investors and monitor clients' needs for further investment management products and services.
                           Any other duties assigned by any of senior members of Office.

PERSONAL DETAILS
Passport No		:	Z2701084
Passport Issue Date	:  	09.12th 2013
Expire Date		:	08.12th 2023
Issued At		:	Bhubaneswar Orissa, India
Date of Birth		:	08th May 1990.
Nationality		:	Indian
Religion		:	Hindu
Language Known	:	English, Hindi, Oriya, Telugu, & Bengali
Gender		:	Male
Marital Status		:	Married.


Date:                                                                                                                         Kankarla Nilakantha Patro        
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EXPERIENCE CERTIFICATE

This is to certify that Mr. Kankarla Nilakantha Patro was employed at Alghanim
International, Project 1852 Lower Fars Heavy Oil (LFHO) Development Program
Phase 1 <5 Documeii. Controller - Civil ID - 250050806115 (i 0m 29 Janu.iry- 2017
until 15" September - 2019.

During his tenure well coordination and trustworthy. He Proved to be a key person on
office and contributed to the completion of the job. professional and efficient in all his
works, and he has all the required expertise to progress in any organization.

This certificate is/issued with no liabilities whatsoever to the Company.
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HO.: KM - 2439039 - Fax: 2424130 - 2425251 - P.O. Box: 2118 Safat, 13022 Kuwalt
Shuwaikh Office: Tol: 804044 - 4822405 / 4822370 - Fax: 4847197 / 4822490 / 4839133
Email: tasg1 @taighanim.com  hitp/Mwww.| .com
Ahmadi Office: Tel.: 3988580 - Fax: 3969349 - Eﬂmmm
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CERTIFICATE OF APPRECIATION

Is hereby granted to
KANKARLA NILAKANTHA PATRO

Holding passport number - Z2701084 with recognition of your valued efforts and
contribution in LFHO phase — 1 as Document Controller from 29" January 2017 to
15t September 2019.

This is presented to your support, dedication and exemplary, Appreciation of very good
working knowledge, safety practices and overall performance.

Thank you keep up the good work.
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Ref No. 156562 Private & Confidential

Date: 19 May 2016

Mr. K Nilakantha Patro,
Kompalli

Big Street

Berhampur

Ganjam - 760004

Dear Nilakantha Patro,

Subject: Appointment Letter

Consequent to your application, interview and subsequent discussion with us, we are pleased to offer youa
career in Karvy Comtrade Limited, as per the terms and conditions mentioned herein:

1. Date of joining, posting &location

You have joined us on 16 May 2016 in our Commodities Division at Berhampore . Your title will be
Executive in Grade S6. The Management reserves the right to transfer you on any assignment in any unit /
department / associate concern of the Company anywhere in India or Abroad, as it may consider
necessary, in its absolute discretion, from time to time, subject to the provision that your remuneration
and other facilities will not be adversely affected.

2. Compensation

You shall be entitled to an all inclusive annual gross compensation of Rs.2,88,000/- (Rupees Two Lakhs
Eighty Eight Thousand only). A detailed break-up of your compensation structure is given in the Annexure
(1) to this letter. The Compensation package shall be governed by the Policies and Guidelines of the
Company presently applicable and as may be modified from time to time.

Further you are required to strictly maintain the secrecy and ensure that you do not divulge or
communicate in any manner, any information regarding your remuneration or terms of employment to
any other employee of the Company or other public at large. If found revealing any of the above
information, strict disciplinary action shall be taken.

3. Probation Period

You will be on probation for a period of 6 months from the date of your joining. The probation period is
extendable at the sole discretion of the Management by one or more terms of 3 months duration.

4. Notice period

Du; tion Period

Your services are liable to be terminated by the company without assigning any reason by giving 7 days
notice period or payment of gross monthly salary in lieu thereof on either side. However, in the event of
your resignation, the company in its sole discretion shall have an option to accept the same and relieve
you prior to completion of stipulated notice period of 7 days or without any pay in lieu of notice period.

NN Kawdhed Poco
Karvy Comtrade Limited

Registered\Office: Karvy House, 46, Avenue 4, Street No.1, Banjara Hills, Hyderabad - 500 034.
T: +91 40 23312454 | F: +91 40 66255559 | email: commops@karvy.com
www.karvy.com | www.karvycomtrade.com

CIN: U51909TG2003PLC042096
FMC/Exchanges Registration Nos.: MCX/TCM/CORP/0021 / MCK: 10775; NCOEX/TCM/CORP/0306 / NCDEX:00236;
NMCE/TCW/CORF/0186 / NMCE:CLO268; ICEX/TCM/CORP/0103 / ICEX:1007; ACEL/TCM/CORP/0255 / ACEL:6092; / NSEL:10400

lof8
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Mr.NILAKANTHA PATRO K

5/0 LINGARAJU PATRO, BIG STEET,
KAMAPALLI, BERHAMPUR, GUNJAM,
ORISSA -760004

Kochi, 07 May 2014

Dear Mr.NILAKANTHA PATRO K,

Referring to your application and the subsequent interview, we are pleased to offer you the position of RELATIONSHIP OFF(RS0-3)
- SALES in BERHAMPUR(ABP). You are requested to join at the earliest.The salient features of this offer are as follows:

1.You will be under probation for a period of six months,

2.Your Cost to the Company will be as discussed and negotiated at the time of the interview.
3.During the probation period, you will be required to pass two NCFM exams.

4.Formal appointment letter will be Issued in due course.

5.You have to produce the following documents at the time of joining:

Six passport size photographs,

Copies of certificates proving age and educational qualification.
Relieving letter and experience certificate from previous employers.
Salary slip from previous employer.

Medical fitness certificate from a registered medical practitioner.

A copy of Passport, Election ID or Driving License.

A copy of PAN card

Get all the original certificates for verification

* R KRN K KR

Please sign and return the duplicate copy of this offer letter immediately as a token of your acceptance.

Q)C\&"\ CRL YN %\m‘\
George Raphael
Chief Manager - HR

Copy to:

HR Department
State Head : JOSEPH GEORGE K
Regional Manager : SRINIVASA RAO M S

GEOJIT BNP PARIBAS FINANCIAL SERVICES LTD. - Regd. Off. : 34/659-P, Civil Line Road, Padivattom, Kochi-682024. Tel. : 0484 - 2901000,
Fax : 2979695, Email:mailus@geojit.com, For grievances: grievances@geojit.com, www.geofitbnpparibas.com | SEBI Regn. No: ISE:INB/INF/
INE231337230, BSE:INB011337236,INF011337237, NSDL: IN-DP-NSDL-24-97, CDSL: IN-DP-CDSL-648-2012, Portfolio Manager: INPO00003203
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LETTER OF APPOINTMENT

Date: 04/04/2013

Mr. K NILAKANTHA PATRO
Emp Code: C120024

Area: ORISSA

Branch: BERHAMPUR

Dear K

Following our recent discussions, we are pleased to offer you employment in India Infoline Limited,
(hereinafter referred to as "the Company" which expression shall unless repugnant to the context or
meaning hereof be deemed to mean and include its subsidiaries, group concerns, affiliates,
successors-in-interest and permitted assigns).

You will be appointed as a RELATIONSHIP MANAGER - ADVISORY w.e.f 01-March-2013 You shall
be presently located at BERHAMPUR, address of which is as below. You can be posted to any such other
location as may be assigned to you by the Company in writing from time to time as per the Company
Policy.

You are requested to kindly go through the Annexure-1 attached herewith for details on the terms and
conditions of your appointment and the rules and policies which is to be strictly followed and complied
with under the Company's Code of Conduct.The details of your CTC is mentioned in Annexure -2
attached herewith. Both the Annexure are integral part of this letter of appointment and you will be bound
by the terms and conditions thereof.

We welcome you to the Company and wish you the very Best in your new assignment.
Yours faithfully,

For India Infoline Limited

Ramanand Padiyar
Authorised Signatory

ACCEPTANCE
I, K NILAKANTHA PATRO, agree and accept the terms and conditions.

QUTAI N P o

Date: 04/04/201
Place: BERHAMPUR
[Note: Please ensure to initial each page of the Letter to Appointment]
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Company Al Ghanim Int.
Name Kankarla Patro
Designation Data Entry
Civil ID No. 290050806115
Nationality Indian

HSSE 29-Jan-17

Work Location : Workshop
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If found this card please return to: Petrofac International Lid,
PO Box: 9816, Ahmadi - 61009, Kuwait, Tel, +965 220 88739
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Regn. No. : SD093080010 -
- Y *

St. PETER’S INSTITUTE OF HIGHER EDUCATION AND RESEARCH
(Declared under Section 3 of the UGC Act, 1956)

DISTANCE EDUCATION

EE5

The Board of Management of the

St. Peter’s University hereby makes Rnown that

K NILAKANTHA PATRO
has been admitted to the Degree of
BACHELOR OF COMMERCE
he having been certified by duly appointed examiners
to be qualified to receive the same

and was placed in the FIRST CLASS

at the examination held in JUNE 2012.

Given under the seal of the University

Date : 10-02-2013 ‘\%/ 2k

Avadi, Chennai-600 054 ) !
Tamilnadu, India Registrar Vice-Chancellor
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