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DATTA PRASAD G KOODUVALLI

G-1, Signet Apartments 





139/1, Bilekahalli Village




Sarvabhauma Nagar, Bangalore – 560 076

	Objective
	To be a Professional in the field of HR & Administration / PRO in a good organisation 

	Experience
	1 yr 7 months of experience working with Career Window, Bangalore, as Sr Manager (Ops and Admin) from Aug 2007 upto Feb 2009

20 yrs 1 month of Experience in Indian Air Force working as Middle level Manager in the field of Human Resources, Personnel Management, Administration / PRO / Secretary / Facility Management with exposure to Event Management, Vigilance Management, Industrial Relations, etc.

	Responsibilities
	· General Administration
· Liasoning and coordinating with government bodies and getting necessary sanctions and approvals.
· Resources Management (Demand and Supply of manpower) Recruitment, Performance Appraisals, Training & Development
· Looking after Discipline matters, PF, ESI & Medical Facilities
· To maintain good & healthy relations between labour & management

· Legal matters pertaining to Wages, Breach of code of conduct, Fights and misbehaviors, Statutory complaints, Sabotage etc.,
· Assess business exposure and identify which assets to secure.

· Identify ways to reduce risk to an acceptable level.
· Design a plan for mitigating security risks.
· Monitor the efficiency of security mechanisms.
· Re-evaluate effectiveness and security requirements regularly.
· To gain understanding and support for clients as well as to influence opinion and behaviour.

· Using all forms of media and communication to build, maintain and manage the reputation of the organisation.

· Communicate key messages to defined target audiences in order to establish and maintain goodwill and understanding between the organisation and its public.

· Monitor publicity and conduct research to find out the concerns and expectations of the stakeholders and then report and explain the findings to the management.

· Planning, developing and implementing PR strategies.

· Preparing and supervising the production of publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmes.

· Writing and editing in-house magazines, case studies, speeches, articles and annual reports.
· Coordinating the Conferences 

· Works Services – Planning/Development/Maintenance of assets

· Maintaining the Facilities requirement of the Organization.

· Cost cutting on the services, Vendor Management and working on the Better Environment.

· Cleanliness and Hygienic control.


	Qualification
	· Advanced PGDBA from ICFAI University, Hyderabad

· PG DIPLOMA IN HUMAN RESOURCE MANAGEMENT
· M.A.(ENGLISH) 

	Computer Skills
	X-Net (e-COMMERCE) from System Next, Vijay Nagar, Bangalore during 2000-01 

	
	Microsoft Certified Professional (ID # 1647325) SINCE 1999

	
	3 YEAR DIPLOMA IN COMPUTER SCIENCE & APPLICATION (1989–92)

	Personal Profile
	NAME
	DATTA PRASAD G KOODUVALLI

	
	FATHER’S NAME
	LATE 
K GANESH RAO

	
	DATE OF BIRTH
	28 November 1968

	Indian Passport
	No. B 1731824 valid upto 14 May 2010

	References
	Available on request
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