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E-mail :  HEBIN.202652@2freemail.com       
Objective
            To be considered for the post, where my qualification, experience, ability, knowledge and hard work would be recognised as valuable assets and in which in turn would result in the growth of the generation, company and self.
Experience Summary:
HR/Payroll In charge in Fresh Fruits Co., Dubai (UAE) (Nov. 2013 - Till date)
· Responsible for preparation and accuracy of all payroll payments, salaries, other staff payments for 550 employees under 11 different Trade license  as per UAE labour law 

· Preparing Soft & Hard copy of SIF & employer request to transfer salary through WPS and coordinate with the bank officials to ensure timely payment of salaries.

· Make sure that salary payment is based on the Time Sheet provided by Department’s and ensure that correct payment made to staff as per company policy & Labour Law

· Ensure that all leave settlements  & Final Settlements are prepared  within the time period and  check for its accuracy and make sure it comply with UAE labour law

· Responsible for posting the accounting J V related to staff payments after proper verification of the documents.
· Payroll Budgeting and inform Finance Dept to maintain Account balance as per needs
· Report to the management about the staff count budget and actual and their variance if any to take control measures.
· Leading, guiding, motivating and developing the HR/Payroll team with a main objective implementing company policy following the guide lines as per UAE labour law
· Conduct performance review and plan, prepare training plan and ensure compliance to attain development.

· Conducting interview for candidates with the department’s guidance and then take approval for Salary Structure and Issuance of Offer letter to the selected candidates. 

· Guidance for Orientation programme, on job training and other trainings required for job
· Responsible to maintain system data integrity, security and the confidentiality.

· Liaison with IT department to resolve the issues in ERP related to staff payments.

· Liaison with bank to resolve the issues in transfer of staff payments.

· Liaison with Legal department to resolve any legal issues regarding employees 

· Liaison with Public relations (PR)department to resolve issues regarding medical, visa processing formalities

· Coordinating  for the processing of Medical Insurance, Occupational health card, workmen’s compensation , market cards etc

· Review maintenance of ERP master file update on a regular basis to ensure the HR policies and procedures are followed in any changes / additions done by HR staff.

Sr. HR / Payroll Associate in GDIT, Kuwait. (Feb 2011- Jan 2013)
· Makes sound judgements to decide how duties and responsibilities are completed between co-workers, supervisory chain and customers

· Manages the job application process for  staff positions

· Notifies hiring supervisors to have new hires report to HR on or before their first day of employment to complete any outstanding paperwork required for employment

· Schedules appointments , gives information to callers, takes dictation, composes and types correspondence, reads and routes incoming mail, and performs other administrative and clerical duties

· Ensures new hires personnel file and records are maintained in accordance with legal requirements and company policies and procedures

· Files correspondence and other records 

· Assists with analyzing training needs and employees feed back

· Keeps management appropriately informed of area activities and of any significant problems

· Prepares memorandums outlining and explaining administrative procedures and policies 

· Maintains various payroll records such as timecard sheets, automatic bank deposit authorizations, payroll journals and ledgers; makes required adjustments through established procedure.
· Prepares salary and wage payrolls including deductions, accruals and the settlements 
HR /Payroll Representative in CSA Ltd, Kuwait (Mar 2007- Feb 2011)
· Welcomes new employees to the organisation by conducting orientation

· Maintains employee information by entering and updating employment and status change data

· Providing secretarial support by entering, formatting ,and printing information; organising work; answering the telephone; relaying messages; maintaining equipment and supplies

· Prepares recruitment lists and job postings

· Maintains job applicant files in organised manner and destroys when appropriate time period elapses

· Completes monthly and year end reports regarding terminations, transfers and new hires

· Assists in training new employees

· Maintains various payroll records such as timecard sheets, automatic bank deposit authorizations, payroll journals and ledgers; makes required adjustments through established procedure.
· Prepares salary and wage payrolls including deductions, accruals and the issuance and processing of timecards.
· Performs other duties assigned by the higher authorities

Academic Qualification:
· Bachelors Degree in Commerce (2003) from University of Calicut, Kerala, India

I T:
· CANIAS 603 (ERP)
· Lama (HRIS) Version 1.0.0

· Octopus (Accounting Software)

· Attendance Management Programme

· Diploma in financial accounting in 2003

· Computerised Accounting ( Tally 5.4 & 6.3 , Peachtree , Dac easy , Tata ex)

· Microsoft Office 

PERSONAL DATA:
Nationality                                :        Indian

Date of Birth                             :       28 August 1982

Sex                                            :       Male

Marital Status                           :       Married
Languages Known                    :       English, Hindi, Malayalam,Tamil
Visa Status  


  :      Employment- JAFZA (Free Zone)
Notice Period


  :      Immediate Available (14/01/2017)
