	ROOBINA A.  AHELE  (MBA in Human Resource)
Email ID(:
roobina _ahele@yahoo.co.in
Contact No(: +91-8140066871
 Address:
“OVS” Keshav park Society, 
Nr. Badripark, Behind- Modern School. Bhagvatipara Main Road, Rajkot-360003

Personal Details:
Full Name        : Roobina Abdulrafik Ahele
Date of Birth    : January 20th 1990
Gender              : Female
Nationality/Religion : Indian-Muslim
Marital Status   : Single
Hobby               :Playing soft Music, Shopping, Travelling,
Contact No  ( : +91-8140066871
Languages Known:                 

English

Hindi

Gujarati
	PROFESSIONAL OBJECTIVES :

· To efficiently utilize my skills and knowledge in progress of your organization, this offers professional growth while being resourceful, innovative and flexible.

· To seek full time position with responsibility in the field of Human Resources, where I can contribute to the organizational goals there by simultaneously acquire new managerial skills, contribute constructively and with the fullest utilization of my skill  and educational background to the match the organization’s growth and strength.

PROFILE  SUMMARY:

· Concerned about timeliness and excellence in work.

· Good and co-operative in teamwork.
· Positive attitude and professional in work
· Ability to work even under pressure.
Strength:

Strength:         
                    Good Communication Skills, 
                        Self confident, Smart Work

        Accuracy and Cleanness in Work,
        Planning of work.
        Learning new things




Curriculum Vitae
· ACADEMIC RECORD:
	DEGREE
	UNIVERSITY / BOARD
	SPECIALIZATION
	PASSING YEAR
	Percentage OBTAINED

	MBA
	Mahatma Gandhi  University
	Human resource
	2011-2012
	62.5%

	BBA
	Saurashtra university
	Finance
	2009-10
	68%

	H.S.C.
	GSHSEB
	Commerce
	March-07
	69.71%

	S.S.C.
	GSHSEB
	-
	March-05
	60.71%


· COMPUTER   PROFICIENCY:

· SOFTWARES  
: MS-Office
· WORK EXPERIENCE:
· Currently working in Gautam Technocast as a HRD- Sr. Executive  from March -2014 to till date. 
Personnel Management:-

- All process of salary sheet preparing, finalization and Disbursement.

 - Recording keeping of Attendance, Preparing and Issuing Salary structure & Appointment Letter,

 - Issue of Loan & Advance and keeping record.
- Full and final settlement of employees
 - Recruitment & Selection

 - Induction/ Orientation of new employees and joining formalities.

 - Maintaining Register (legally require)

 - Issue of uniform & ID Cards,keeping record.
 -  Housekeeping & Canteen Management.
-  Getting  work done from Team.

-   Renewal Database of Gratuity and WC Policy every year.
Strategic Human Resource Management:-

-  Preparing Document  as per  ISO-TS

 -  Handling employees issues 

 -  Preparing Skill Matrix of employees

 -  Updating as per new rules & regulation of Labour.

 -  Co-ordinator and Pillar Leader in implementation of TPM.
 -  Handling New Customer Audit and done improve from their suggestion.
 - Employee Engagement Activities
I have worked as a HRD – Executive in Angel Pumps (P) Limited  from January 2013 to December 2013
Job Description :

- Recruitment and Selection

(a) Workers Level

(b) Supervisory Level

- Induction Orientation to new employee

- Uniform and ID cards managed and issue 

 - Full and final settlement of employees 

 - Loan, Advance issue to employees

 - All process of salary disbursement

- Maintaining records of Attendance, Daily wages, Canteen.

- Issue of Punch Cards

 - Daily visit to plant and reporting to Director.

 - Doing Calculation of Contractors according to their fixed rate.

 - EPF process

 - Maintaining Register (legally require)

 - Performance Appraisal

I have worked with Instant Management Consultant Baroda  as a Senior Recruitment  and Resource Executive from June 2012 to December 2012

Job Description :

· Scheduling interview with company.

· Line up candidate.

· Conducting preliminary interview.
· Administrative work and maintaining record keeping.

· Efficiently and effectively fill open positions.

· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.

· Develop a pool of qualified candidates in advance of need.

· Communicate with managers and employees regularly to establish rapport.

· Create contacts within industry.

· Negotiate offer of employment on behalf of prospective employers. 

· Maintain regular relationship with prospective employers and candidates. 
Conduct interviews and/or co-ordinate interview appointments for interviewers on a timely basis.

Current salary = 25,800/- pm CTC
Expected salary = 30,000/-pm CTC
Notice  Period =  1 month

· DECLARATION:
I certify that the details furnished above are true, complete and correct to the best of my knowledge and belief.
DATE:                                                                                                    YOUR SINCERELY

PLACE:  RAJKOT                                                                                     AHELE ROOBINA A.
