SARDA ENERGY & MINERALS LIMITED

Siltara Industrial Growth Center, Siltara, 
Raipur – 493 111, Chhattisgarh

Position Applied for ___________________________                        DIVISION: _______________


PERSONAL DATA


To be filled in by own handwriting of the applicant in Block Letters


1.
Position Applied For : ________________________________________

2.
Full Name of the Candidate : __________________________________

3.
Father’s Name (in Full) : _____________________________________

4.
Present : Address




5.
Permanent Address:


________________________________

__________________________________

________________________________

__________________________________

________________________________

__________________________________

Ph.: __________Mob: ______________

__________________________________

E-mail : _________________________

Ph. : ___________ Mob :______________
6.
Date of Birth __________  Age (in years) : ____________   Place of Birth :_____________

7.
Height _________ Cm., Weight : _______ Kgs.        Blood Group: ___________________
8.
Identification Marks : ________________________________________________________
9.
Health (Please give details of your past illness, if any) : _____________________________
10.
Details of last Medical check-up, if any : _________________________________________
11.
Details of any major operation undergone: ________________________________________
12.
Marital Status:_______ Nationality:_______ Religion:_______ Caste: SC/ST/OBC/Other

13.
Motor Vehicle Driving License No.: _______________ Passport No. __________________
14.
Languages Known:-

	
Languages Known
	Speak
	Read
	Write

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


15.
Particulars of Family/Dependents – (Including Brother & Sister)
	S.No.
	Name in full
	Relation with the Applicant
	Sex
	Date of Birth
	Place of Birth
	Reason of Dependency

	01.
	
	
	
	
	
	

	02.
	
	
	
	
	
	

	03.
	
	
	
	
	
	

	04.
	
	
	
	
	
	

	05.
	
	
	
	
	
	

	06.
	
	
	
	
	
	


16.
Source / Amount of any other income: ________________________________________

17.
Educational qualification : Mentioned in details the educational qualifications starting from High School or Higher Secondary School. (Please attach photo copy of all certificates regarding educational qualification).

	Examination Passed
	Name and Address of School / College
	University/

Board
	Date/Year
	Subject/ Speccial-

ization
	Div/

Class
	Marks

	
	
	
	From
	To
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


18.
Extra-curricular activities : (State in brief your present hobbies, sports or other activities).


_______________________________________________________________________

19.
Have you been involved in any proceedings in the court of law ? If yes, give particulars:


_______________________________________________________________________

20.
Give details of your involvement with politics, trade unions & litigation, if any:


_______________________________________________________________________

21.
Please give details of significant achievement in your career.


_______________________________________________________________________

22.
Name of Two employees of RASL or CECL to whom  you know :

	S.No.
	Name
	Designation
	Address

	01.
	
	
	

	02.
	
	
	


23.
Two references  not related to you, but holding responsible position of your locality or any where.

	S.No.
	Name
	Designation
	Phone No.
	Address

	01.
	
	
	
	

	02.
	
	
	
	


24.
Experience : Please attach a copy of all testimonials and any letters of recommendation from your previous employers, if more space is required attach separate sheet.

	Duration of Employment
	Name & Address of Employer
	Designation
	Detailed description of duties

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


25.
Details of existing employment:-


Name & Address of Employer: _________________________________________________





              _________________________________________________


Nature of Business ____________________ Sales Turnover: ________________________


Total Employees ______________________ Designation at Joining ___________________


Designation at present _________________ Effective From__________________________

26.
Any other information which you feel should be taken into account in considering your application including salary and benefits your expect to receive from us:


__________________________________________________________________________


__________________________________________________________________________

27.
How much time would you like to require for joining with us if selected :

	

	


28.
Would you be ready to sign a service bond with us? Yes    No. 

	 Please outline your present JOB RESPONSIBILITIES

	

	D   e    Depict your position with help of an ORGANIZATION CHART 

    Wh   Who is your reporting boss ? _____________________________________________________

(If t    (If the present assignment is held for less than one year, also give similar details of your previous  appointment in  the similar sheet.)

R         Reasons for seeking change _____________________________________________________

ME          MEMBERSHIP OF PROFESSIONAL ASSOCIATION / BODIES, IF ANY



D E C L A R A T I O N

I hereby certify that the foregoing information is correct and complete to the best of my knowledge and belief and nothing has been concealed. I am not aware of any circumstance which might impair my fitness for employment. If at any time, I am found to have concealed any material information or given false details, my appointment shall be liable to summary termination without notice or compensation.

DATE ___________  PLACE ________________ SIGNATURE OF APPLICANT ______________


\

SARDA ENERGY & MINERALS LIMITED

INTERVIEW EVALUATION SHEET

DEPT: ________________




DIVISION: __________________

POSITION FOR WHICH INTERVIEWED: ________________________________________________

PLACE OF INTERVIEW: _____________________________  
DATE: ______________________





1

2

3

4

INTERVIEWERS: ______________________________________________________________________

NAME OF THE CANDIDATE: ____________________________
QUALIFICATION: ___________

EXPERIENCE (Organization/Years): Total _______
Relevant Exp: ___________

EVALUATION ON DIFFERENT PARAMETERS (PLEASE TICK APPROPRIATE BOX)

	Sl.
	Parameters
	Excellent
	V.Good
	Good
	Average
	Below Average

	1.
	RELEVANT QUALIFICATION
	YES
	NO

	2.
	JOB RELATED KNOWLEDGE
	
	
	
	
	

	3.
	COMMUNICATION/ARTICULATION
	
	
	
	
	

	4.
	ATTITUDE
	
	
	
	
	

	5.
	COMPUTER SKILLS
	
	
	
	
	

	6.
	ANALYTICAL ABILITY
	
	
	
	
	

	7.
	OVER ALL EVALUATION
	
	
	
	
	


Any other remarks by Interviewer

1. _________________________________________________________________
2. _________________________________________________________________
3. _________________________________________________________________
Marks (Out of Ten):
      Group Discussion ___________ Personal Interview ____________

Signature of the Interviewer: ____________________________________________________







1


2


3







Interviewers Name & Signature

	FOR OFFICE USE ONLY

Recommendation / Decision:                                      Selected / Waitlist / Data Bank

If Selected, Date of Joining: _______________

__________________                                                                    _______________________

Sr. Manager (HR)                                                                         Approving Authority


Name:

Experience Details for Salary

	Sl. No.
	Name of Organization
	Gross Salary in Rs.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Present Organization Salary Detail & Expectation

	Particulars
	Present
	Expected
	Offer Made

	
	Rs / Pm
	Rs / Pm
	Rs / Pm

	Designation
	
	
	

	Basic
	
	
	

	DA
	
	
	

	HRA
	
	
	

	Conveyance
	
	
	

	Special Allowance
	
	
	

	LTA
	
	
	

	Medical
	
	
	

	Helper
	
	
	

	Bonus
	
	
	

	GROSS:
	
	
	


________________________________




___________________________

Sr. Manager (HR)






Authorized Signatory
Space for passport size photographs





FOR USE OF HR DEPARTMENT





Remarks : ________________________________________________________________________





_________________________________________________________________________________


Final Interview & Recommendation:





	Suitable / Not Suitable :  ………………………               Position offers :  …………………………





	Place of Posting: …………………………                       Grade :    …………………………….…





	Gross Salary offered  :  ………………………….	Basic Salary Offered …………………





	


Authorised Signatory					Approved by











