SOUMEN
SOUMEN.172568@2freemail.com                                             
	Career Objective

A position in a result -oriented company that will utilize my experience for continued growth of the company and provide sufficient scope for my career growth. Capable of leading a team and also have a full confidence to achieve the task assigned by the top management. Reliable and productive administrator with the ability to work independently, solution-oriented, able to handle multiple task and proactive personality.

	Professional Experience :  
 8 years experience in UAE as a Payroll Officer.
Experience Summary 
	
	

	Presently Working as a Payroll Executive in Jashanmal National Company LLC Al Barsha, Dubai, U.A.E since 30th September’2012 to 31st March’2013.

Job Description:
Independently preparation & finalizing payroll working on Oracle HRMS / Finance Module for over 1100 Employees in Jashanmal Group Companies:-

1) Jashanmal National Company LLC.
2) Overseas Courier Services.

3) Carlton Cards.
· Prepare and Process the complete UAE – Payroll Process including the followings:-
· HRMS System:
· Entries of new joiners.

· Updating of Airfares.

· Updating of current employee’s records.

· Leave & indemnity Reconciliation.

· Annual Leave Process:
· Leave Settlement.

· Resumption entries.

· Leave Adjustment.

· Update the Leave Tracker.

· Managing the complete Exit & Full and Final Settlement Process, Including the following:
· Distribution of the Acceptance Letters (Resignation / Termination) employees.

· Preparation and issuance of the Full & Final Settlement.

· Processing Visa Cancellation

· To maintain the Exit – IT Compliance Form.

· Update the Exit Tracker.
· Release / Received and track the issuance and receipt of Original Passports.

· Issuance of Labour Cards on receipt from the PR Dept.

· Issuance of various types of letters such Salary Certificates, Bank Letters, etc.

· Maintain and updating of the New and Exiting Employee’s Personnel File.

· Prepare and submit the salary statement / details of employee to PR Dept. for renewal / amendment of Labour contacts.

· To attend an answer the queries of employees and provide necessary assistance.

· Attend Bank calls for employees salary enquiries.

· To perform any other duties as assigned by the management from time to time.

· Worked as a Payroll Accountant in Dutco Balfour Beatty Group Jebel Ali, Dubai, U.A.E since 11th February’2007 to 24th September’2012.

Job Description:

Independently prepared & finalized payroll worked on Oracle base software (ERP) for over 7500 Employees in Dutco Balfour Beatty Group of Companies :-
1) Dutco Balfour Beatty LLC.

2) Dubai Transport LLC.

3) B K Gulf LLC.

4) Power Transmission Gulf LLC.

5) Dutco Styles & Wood LLC.

6) Dutco Mc Connell Dowel LLC.
7) B K Gulf WLL. 
· Prepare and Process the  complete UAE – Payroll Process including the followings:-
· Leave Entries Process.

· Salary Adjustment.

· Suspension of Employees.

· Variable entries (i.e. Unpaid Leave / Sick Leave / Deduction etc. 
· Salary prepare employees are resumed from leave / New joiners after closing previous month payroll (cut-off date), pay individually through EPHR.

· Bank account details entries / Updating.

· Re-check all amendment updated in EPHR before processing payroll.
· Process Payroll and take Audit Report for Manual time Sheet Entry in EPHR.

· To ensure Project wise Manual Record employees Manpower List / Time Sheet ( Excess Normal Hrs, Missing Hrs, OT Hrs, Holiday Hrs & Sick Hrs) / Absent Report compliance with EPHR.
· While Deduction, Please check salary availability in Wages Sheet.

· Make sure Finalized Payroll compliance with WPS.

· Printing and Distribution Salary Slip

· After Closing Payroll printing Head Court Summary / Bank summary Report for MOL.

· ERP System:

· Entries new Joiners.

· Updating of current employee’s records.

· Leave & indemnity Reconciliation.

· Leave Processing :

· Process & Release leave application / Ticket Request / Unpaid / Emergency / Leave Encashment/ Ticket Encashment / Maternity leave settlement.
· Prepare cost allocation sheet & Patty Cash Voucher individual settlement.
· Processing final settlement cross check all related documents 
· Printout complete approved timesheet

· Attached Memorandum issued from Personnel department

· Attached Visa cancellation paper from Personnel department.

· Attached End of service as per updated timesheet

· Camp clearance paper

· Tool box clearance paper

· Work handover paper.( if applicable)

· Exit IT - compliance Form (If applicable)

· Site cash float money

· Personal cash advance money

· HRA advance

· Recent salary increment paper (If any period mention)

· Return company Mobile Phone (if applicable)

· Return company vehicle to Plant department & re- confirm latest traffic fine status from Plant department.

· Prepare Missing Salary, Missing Allowance.
· Preparing Float Transfer Journal Voucher those employees are preceding on leave as allocated site approval memo.

· Preparation monthly Provision Report /  Project cost / Re-chargeable cost for auditor checking, 
                 Bank transferred & cash Payment of payroll for over 7500 Employees.

	

	· Worked as an Accountant in Future Vision Steel Const. Contg. LLC. Dubai, U.A.E from 22nd February 2006 to 24th September 2006.

Job Description:
· To verify and vouch all financial transactions and statements of limited liability company.
· Preparation of journals, ledgers, trial balance, profit & loss accounts, balance Sheet, cash flow statements
· Participated in audit works & finalization of accounts
· Periodic bank & cash reconciliation statement.
· Preparing payroll, invoicing, monthly stock summery, monthly debtors & creditors   outstanding list, cash flow & fund flow statement



	· Worked as an Accountant in National Corporation For Tourism & Hotels at Tawam Hospital. Al-Ain, Abu Dhabi, U.A.E from 7th November 2004 to 31st January 2006.

Job Description:

· Responsible for up-to-date project accounts.

· Maintaining of petty cash & depositing daily cash collection in the bank.
· Preparing payroll, monthly Provision Report / Project cost / Re-chargeable cost for auditor checking, Bank transferred & cash Payment for all employees.
· Handling cash and bank reconciliation for the project and generating other statements of accounts.

· Preparing invoices, reconciliation of receivables from the customer and follow up for payment.

· Preparation of project budgets in coordination with project manager.

· Maintaining records of location assets.



	· Worked as a Senior Assistant Accountant in Shamanjwali Metals Pvt. Ltd. from  1st January’2002 to 31st  October’2004.


	· Worked as an Assistant Accountant in M/s. Charu Enterprises from 1st August 2000 to 31st December 2001.


	· Worked as an Assistant Accountant in M/s. Mishra Service Station from 1st April 98 to 31st July 2000.


	· Worked as an Assistant Accountant in M/s. MB. Systems & Consultants Pvt. Ltd. from 1st August 96 to 31st March 98.



	

	Academic Qualification

	· 
	Passed B. Com. Exam in the year 1995 under Calcutta University, West Bengal, India.

	Other Qualification / Skills

	· 
	· Having a Survival at Sea course from Sir Mohammed Yusuf Seaman Welfare Foundation, Nhava, Panvel Tulka, Dist: Raigad, Maharashtra, India.

· Having a sea awareness course from Sea Explorers Institute, Kolkata, India.

· Attended First aid course from St. John Ambulance, Kolkata, India.

	Computer Skills
	· 
	Diploma in Computer Application.
Operating System
:
MS- DOS, Windows 2000 & XP

Package 
:
MS-Word, MS-Excel, Power Point.
Language
:
dBase III +, FoxPro.
Accounting Packages
: Oracle HRMS, ERP (EPHR Module), Tally(7.2),Fact, Analyst &  Service, specific ERP widely used by leading UAE Construction Companies. Currently working on Oracle Human Resources Management System Module (HRMS Module).

	
	
	


Declaration
This is a true copy of my C.V. If any further information regarding my testimonials, I will be highly obliged to present the same upon demand or at the time of interview. Reference shall be furnished if required.

