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Objectives 

To focus towards the enrichment of my career and utilize my knowledge to the fullest potential for mutual benefit with utmost sincerity.
Work Experience:-
Company


:
ACC CONCRETE LTD
Since


:
06/11/2007 To Till date.
· Currently working in ACC Concrete Ltd in HR Department as a HR Executive from  6th November, 07 to Till the date.

Job Profile (in HR Department):
· To maintain Records of all employees in SAP HR Module.
· To prepare Offer Letter.
· To received resumes through the mail.

· To maintain record of candidate in Master file.

· To update Tracker sheet(Through phone calls).
· To maintain Personal File Records of all employees(in Excel).
· To check the Master Tracker received from HR.
· To make a list of new joinees.

· To maintain details of new joinees.

· To update monthly MIS file.

· Prepare Letters, drafts etc.

· To maintain the records of Dispatch.

· To maintain House-keeping, pantry boys, securities records.

· Order all stationary items which is require for office use.

Educational Qualification:-
· Passed T.Y.B.COM WITH 53.20% through Mumbai University in March-2007
· Passed H.S.C. With 61.20% from Maharashtra State Board, Pune in Feb.-2004
· Passed S.S.C. With 53.20% from Maharashtra State Board, Pune in March-2002
Extra Curricular Qualification:-
· In August-2005 To July-2006 I.T.I. in Computer Operator & Programming 

      Assistant (COPA) Trade with 63%.

· Basic Hardware with 1st Class from MICT Institute, Mulund.

· In Sept.-2006 To 31 Jan.-2007 NCVT (Apprentice) in Bombay Stock Exchange(BSE).
· In Oct.-2005 Complete Course in MS-CIT.

· Typing Speed 30 wpm 

  Computer Knowledge

· Ms-office


· Excessing to E-Mails & Internet

· Handling of Outlook Express, Lotus Notes.
Personnel Information

Name


:
Kavita Ramesh Pingulkar.

Date of Birth

:
20th July, 1986.
Sex


:
Female.

Marital Status

:
Single.

Nationality


:
Indian.

Languages known

:
English, Hindi, and Marathi.

      Hobbies


: 
Reading, Cooking, Traveling and listening Music, learning new things. 



     Place:- Mumbai
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