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OBJECTIVE
Seeking Suitable Position in HR | Admin | Accounts


To have a challenging position as a valuable member of the organization where I can use my varied skills to benefit the Organization’s clientele. Challenges are what I shall be seeking, a commitment shall be maintained to accomplish the goals set before me and an effort shall always be made to learn the necessary skill-set required to overcome hurdles in front of me. To be efficient and effective component of an organization that will enable realize my potential to its greatest extent.
        WORK EXPERIENCE DETAIL



1. Organization in UAE: Royal Smart Limousine (21/12/2014 to Till Date) Rashid Al Jabri Group of Companies services, luxurious, reliable and readily available transport for the growing local and expat community by providing 24-hours Limousine and rent a car services. Rashid Al Jabri Group of Companies sponsors 30 companies.
Designation: HR Executive
       Job Profile:
· Provide an effective employee relations services to HR Manager, staff and labor, ensuring that appropriate advice and/or counselling is provided.
· Maintain relations with various external parties e.g. employee relatives in case of emergency, and other government bodies with regards to facilitating and expediting satisfactory conclusion to employee issues.
· Benefits and payroll administration.
· Processing the Salary for the Management, Staff, Drivers and Labor through WPS. 
· Recording of Attendances, Leave and Vacations.
· Execution of performance appraisals. 
· Comprehensive employee support on government bodies related issues, internal transactions, internal queries etc. via regular HR updates.
· Maintain a highly effective HR documentation and filling system including quick and thorough indexing, filing and storage, resulting in easy access to critical information.
· Conducting the HR round of interviews including salary negotiations.
· Handling Induction and other joining formalities for new joiners.
· Issuing Offer letters, Salary Certificates, Increment Letters, Warning Letters employment agreements and other joining documentation.
· Grievance handling and maintaining confidential employee files and leave records.
· Coordinating with PRO for the Visa formalities and follow ups.
· Worked on the project of Salary processing, transferred from WPS to online banking.
· Preparation of process instruction for salary processing, creating a new employee record etc.
· Collecting all the documents from the employees, staff and management passport for visa processing and once the visa is stamped collect the passport and keep in the locker and maintain confidential.
· Point of contact for Visit Visa, Employment Visa, Visa Renewals, Visa Cancellation. 
· Issuing the tenancy contract for the tenant and collecting the cheques from them and deposit in the respective bank.
· Preparing the online EJARI, collating and submit the documents to PRO for trade license preparation.
2. Organization in India: Tata Consultancy Service Ltd (22nd October 2013 to 28th July 2014) Tata Consultancy Services' IT services, consulting and business solutions deliver real results to global businesses to help them experience certainty. DOW-HR Operation Department.
Designation: Process Associate – BPO 1 

Job Profile:
Working on the North America, Canada, Pacific and Europe regions on the clients related Compensation (Promotions, Salary Adjustment, Job Reclassification, Global etc. also SAN’s preparation) and Non-Compensation (Multiple changes like Department, Account Code, Job Code, Location & Company etc.) work. Start and End Leave of Absence and Student to Full Time.

3. Organization in India: NorthgateArinso (9th August 2010 to 16th June 2013) NorthgateArinso is a leading global Human Resources (HR) services provider offering innovative HR business solutions through HR Technology, HR Outsourcing (HRO/HR BPO/UK Payroll) and HR Consulting.
Designation: Payroll Associate.
Job Profile:
· To accurately input and validate instructions received from onshore within the agreed timescales and to deal with or escalate any anomalies as appropriate.

· To build and nurture constructive relationships with the onshore team and internal colleagues from other business areas and to contribute to team efforts, team meetings etc.

· To proactively review documented procedures and to highlight areas where the documentation may need editing or where there have been system or legislative updates.
· To provide an effective and efficient service to customers, ensuring the accurate and timely service delivery

· Prioritises, allocates and actions daily tasks to be accomplished to meet SLA
· Responsible for processing and meeting targets with accuracy for the same, responsible for second level verification of data
· Ensures that team members get data required, in right format and in time to complete payrolls to agreed deadlines

Responsibility:
· Preparing New Starter, Third Party, Mortgage, Long Service Letters Appointment, Experience & Retirement Letters etc.

· Handling Employees Appraisals end to end HR related process. 

· Processing salaries of UK associates for both allowance and salary model associates.

· Validating the inputs like New Hires, Transfers, Terms, Variable payments, cash awards, bonus payments, etc., received from HR with HR data base ResourceLink and processing the same in payroll tool.

· Addressing the queries of the UK associates.

· Updating the associate address and other details in payroll tool.

· Calculations of OT and incentives.

· Calling the employees and scheduling their Interviews with respective HR’s

· Preparation of month end closing MIS reports.

· Monitoring the payroll deliverable deadlines.

· Sharing the various MIS reports to respective teams and Management.

· Preparation of Audit schedules to the Internal Auditors.

· Sending details to HR of outstanding amount of exit associates in UK.

· Sending the P45 copies to transfers and Exit associates.

· Clarifying audit related queries if any.
ACHIEVEMENTS
· Received Three Monthly Awards & 1 Fix Reward.
· Transition for 8 months in Cochin to impart the training and to handover UK payroll (HR client & UK Payroll) knowledge and guide them as it was moved from Mumbai to Cochin center.
· For Assignment to UK, Business meeting, training and new project to setup and stabilize. Also controlling the offshoring of work and implementing changes according to the requirement of business.
· Received 1 Performance Reward in TCS for 5th Month of Joining.
KEY COMPUTER SKILLS



· Certification of EJARI in RERA.
· Diploma in Software Testing: 


Manual Testing and Automation Testing

· Diploma in Automation & Graphics:

MS-Office, MS-Outlook, Graphics, Paint, Photoshop.

· Operating System and application: Windows 7, Microsoft Office 07, Microsoft Office 03, Windows XP, Outlook Express, HTML, SQL, ResourceLink People Soft, EPromise & Middle Software for Attendance.
· Organizational Skill: HR Assistant, HR Payroll, HR Compensation & Benefits, Recruiter, HR Coordinator, Team Work, Team Leadership.
QUALIFICATION DETAIL

	Examination


	Board/University
	Year
	Grade

	Diploma in Software Testing
	IBM Certified
	Seed InfoTech
	B+

	T.Y.B Sc (Mathematics)
	Mumbai University
	2009-10
	2nd Class

	H.S.C.
	Mumbai University
	2005-06
	2nd Class

	S.S.C.
	Mumbai University
	2002-03
	2nd Class


        VISA STATUS
Visit Status: UAE Residence Visa.

        PERSONAL INFORMATION

D. O. B.:                    25th September 1987.
Marital Status:      Unmarried. 

Nationality:             Indian. 
Languages Known:  English, Hindi Marathi & Telugu.

Hobbies:                   Listening Music, Playing Cricket.
