       
CURRICULAM VITAE

Name: Moses Prasad Kale

Date of Birth :  01/11/1991
Permanent Address : 16/ Narendra Nagar, Saiful, Vijapur Road, Solapur-413004
E-mail Id :  moseskale143@gmail.com
Mobile : 919049328691/8421115975
Father : Prasad R. Kale

I am currently looking for a full time position in an environment that offers a greater challenge, increased benefits for my family, and the opportunity to help the company advance efficiently and productively.


	Qualification
	Year of

Passing
	University / Boards

Exam Passed
	Institution
	Percentage

	BA 3rd year
	2017
	Yashwantrao Chavan University of Nasik 
	Vasundhra College, Solapur
	49.09 %

	12th
	Feb-2012
	Pune Board
	Shivaji College, Solapur
	53.16%

	10th 
	Mar-2007
	Pune Board
	Dyanodya School, Solapur
	58.30%


	KEY SKILL                                                                                                                                                           


· Dedicated and Loyal towards work and organization, ample experience in Administrative work.

· Ability to plan, organize and keep going under tight schedules and pressure

· Ability to work on multiple tasks efficiently & Able to work independently
· Must be adept at problem-solving, including being able to identify issues and resolve programs in a timely manner

· Must be able to prioritize and plan work activities as to use time efficiently

· Must be organized, accurate, thorough, and able to monitor work for quality

POSCO MAHARASHTRA STEEL PVT. LTD. Raigad
POSCO MAHARASHTRA STEEL IS MNC COMPANY.COMPANY PROVIDING THE STEEL VARIOUS SECTOR.
· Designation & Job Responsibilities

: 
As Follows

· From Oct 2012 to Aug 2014 (1 yrs,10 months) working as Admin Executive with following Job responsibilities:       Planning, Organizing Providing leadership and controlling all administrative functions as follows
Office Management        


Quality Management & Cost Control, Economic approaches to save bills of Stationary material, housekeeping material, general bills, etc.  Maintenance & Up keeping of housekeeping of the office premises, Air Conditioners, Signage’s, Electrical Equipment’s, Office Automation Equipment’s, Meeting Rooms, etc.. Management of seating arrangements, filling cabinets, Preparing New Quotations, Updating & Up keeping of Stationary material distribution. Event Management, 
Vendor Management 


Selection, Contracting, Renewal and Payments of Vendors for Stationery,Hosuekeeping material, Contract Labor etc. 

DATWYLER PHARMA PACKAGING INDIA Pvt. Ltd.

· Designation & Job Responsibilities

: 
As Follows

From Oct 2016 to Till date working as Site In charge ( Supervisor) with following Job responsibilities:       
Daily job duties and responsibilities of today’s HR assistants include:

· Answering employee questions

· Processing incoming mail

· Creating and distributing documents

· Providing customer service to organization employees

· Serving as a point of contact with benefit vendors/administrators

· Maintaining computer system by updating and entering data

· Setting appointments and arranging meetings

Recruitment/New Hire Process
· Participating in recruitment efforts

· Scheduling job interviews and assisting in interview process

· Ensuring background and reference checks are completed

· Preparing new employee files

· Orienting new employees to the organization 

· Administering new employment assessments

· Serving as a point person for all new employee questions

Payroll and Benefits Administration
· Processing payroll, which includes ensuring vacation and sick time are tracked in the system

· Answering payroll questions

· Facilitating resolutions to any payroll errors

· Participating in benefits tasks, such as claim resolutions, reconciling benefits statements, and approving invoices for payment

Record Maintenance
· Maintaining current HR files and databases

· Updating and maintaining employee benefits, employment status, and similar records

· Maintaining records related to grievances, performance reviews, and disciplinary actions

· Performing file audits to ensure that all required employee documentation is collected and maintained

· Performing payroll/benefit-related reconciliations

· Performing payroll and benefits audits and recommending any correction action

· Completing termination paperwork and assisting with exist interviews

Language Known:  Marathi, Hindi, English
Computer Skills – Skilled in MS- Office Access and ERP; as well as hardware repair, assemble and configuration. Popular software applications such as Word, Excel, PowerPoint, and Access as well as Internet research and communication tools.

Date :- 
Name : - Moses Kale
 CARREER OBJECTIVES





   EDUCATIONAL QUALIFICATION





 WORK EXPIRIENCE / INDUSTRY EXPOSURE / SUMMER INTERNSHIPS 








Extra Curricular Activities, Memberships.
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