Curricular Vita
Maithili Saurabh Kale
Human Resource (Admin & Recruiter) Email ID - maithilikale25@Gmail.com
LinkedIn Id – https://www.linkedin.com/in/maithili-kulkarni-kale-4b0483128 Contact No – +91 8962462472
Summary
Seeking a position to utilize my skills and abilities for the growth of organization as well as to enhance my knowledge about new and emerging trends in various sectors.

Skills
Employment law compliance,Benefits programs,HR databases,Job Analysis,Recruitment and selection,Employee Counseling,Performance Reviews,Learning management,HR strategy,Organizational Development,Recruitment and hiring,Relocation assistance,Staffing regulatory compliance,Personnel Management.

Experience
Results – oriented HR and Recruitment Specialist with 4 years of comprehensive experience in HR Administration and Talent Acquisition. Skilled in handling HR functions such as employee record management, policy enforcement as well as recruiting top talent through effective sourcing, interviewing and placement techniques.
· Sr. Consultant Recruitment – Naman Staffing (May 2022 – Nov 2023)
· Developed and implemented a strategic recruitment plan to fill for IT and CXO positions.
· Built and maintain strong relationships with clients and candidates ensuring a high level of satisfaction and repeat business.
· Recruited for a wide range of IT and CXO level positions in Industrial Manufacturing, Oil and Machinery, Automobile, Chemical Manufacturing, Design Services and in IT industry.
· Coordinating with hiring managers to understand the role requirements and developed customized recruitment strategies.
· Implemented innovative sourcing techniques,including social media recruiting and networking events, which increased candidate pool diversity.

· Talent Acquisition Specialist– Zee Paramarsh (March 2021 – May 2022)
· Lead recruitment efforts for IT positions, including software developers, systems analysts and IT managers for clients in various industries.

· Conduct technical screenings and interviews to evaluate candidates skills, experience and cultural fit.
· Build and maintain strong relationships with clients to understand their hiring needs and provide tailored recruitment solutions.
· Utilized ATS to track candidates and manage recruitment workflows effectively.
· Managed the full recruitment life cycle for IT positions, from job requisition to offer acceptance, for a diverse client base.
· Developed and implemented recruitment strategies to attract passive candidates and increase the quality of hires.
· HR Recruiter and Admin – Sadhrasya Softech Pvt Ltd (April 2020 –March 2021)
· Recruit candidates for IT profiles such as Front end, Back end, Digital Marketing, UI/UX designer and HR profiles through different portals like Indeed, Facebook and LinkedIn.
· Handle admin activities like Documentation of entry and exit formalities,Conducting Induction of new joinees,Performance Appraisal and Exit Interview.
· HR Generalist – Siya Tech Ventures Pvt Ltd (May 2019 – March 2020)
· Recruit candidates for IT profiles through different portals and social media like Naukri, Monster,Indeed,Facebook and LinkedIn.
· Conducting Induction and Documentation of joining and exit formalities of employees.
· Provide training related to company’s software such as Basecamp and STVM as well as HR activities to all employees.
· Provide review to higher authorities related to performance of all employees.
· Job Posting of different IT profiles, Grievance Handling, Payroll Management, Managing HR Policies, providing Training to new employees and Performance Appraisal as well.
· HR Recruiter – Fortune Shapers Pvt Ltd (April 2018- December 2018)
· Recruit candidates for Banking, Insurance and Finance Sector for sales department through different portals.
· Insurance Domain – HDFC,ICICI,Reliance Life Insurance,Aditya Birla Life Insurance and Mahindra Finance.
INTERNSHIP
· Worked in Bajaj Finserv as an intern for 45 days.
EDUCATION
	Course Name
	College & University
	Passing Year
	Percentage

	MBA(HR & Finance)
	IPS Academy Indore
	2015-2017
	65%

	B.COM(HONS)
	Shree Vaishnav College Of
Commerce
	2012-2015
	69%

	HSC
	Bal Niketan Sangh, MP Board
	2012
	65%

	SSC
	Bal Niketan Sangh, MP Board
	2010
	70%


Recruitment Tools:
· Job Portals
: Naukri, Monster, Indeed and LinkedIn
· Social Media
: LinkedIn ad Facebook
· Software Used
:  STVM and Basecamp
Declaration:
I hereby declare that the information mentioned is the true to the best of my knowledge and belief.
