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education

Emirates College of Management & Information Technology (ECMIT),

Dubai, 2002 - 2005

Successfully completed Bachelor of Business Administration (Majors in Finance) - Champlain College, USA.
The Gulf Indian High School, Completed Higher Secondary Education, Dubai  (  2001
Honors: Third Ranker of the year.

Work experience

Dubai – 
Compensation & Benefits Lead, Gulf & Near East – February 01 2012 – October 31 2014
· Manage robust data quality in Workday (HRIS) to ensure accuracy for circa 500-600 employees. Acted as Data Quality lead for GNE Markets and was awarded for outstanding performance across MEA region.

· Took lead with the Director European & Pensions and Benefits, to support the worldwide Initiative of GSK named “Patnership for Prevention” in providing better access to employees and their families on the healthcare needs.

· Submitting Audit report to HR Business lead on the new joiners/ leavers process and maintaining a monthly dashboard on matters like Gender and Nationality diversity, Grade Split.
· Coordinating with the Centre of Excellence for Insurance and Risk Management (Based in USA) for insurance related matters.

· Support personnel cost budgeting process and control during the annual budget planning process 

· Providing End of Service (Indemnity) provisions to Finance, in order to make necessary accruals.

· Updating central Database named – People Soft for any employee related transaction.

· Making exit contracts and Indemnity/ Severance calculations.

· Provide consultation to HR and the business regarding changes to compensation for new hires, promotions, job changes or country relocations ensuring fairness to the Associate and protecting the interests of the business.
· Lead the annual incentive, salary and allowances review process – ensuring adherence to global guidelines, GSK principles of compensation (pay for performance), and ensuring budget availability.

· Providing guidance on Core HR policies and Procedures.

· Maintain accurate, efficient daily C&B processes to support all populations of employees including payroll, benefit administration, and benefit communication. 
· Coach and support Line Managers on GSK’s Reward Principles.

· Submission of monthly Headcount Report to Finance.
HR Advisor, Gulf & Near East – January 01 2009 – January 31 2012

· Working on salary reviews and bonus letters and coordinating with Compensation and Benefits, Centre of Excellence based in UK.
· Working with the brokers on renewals for various insurance policies, and preparing cost analysis for the management Team.
· Participation in the Compensation surveys – Towers Watson and Mercer.
· Compensation recommendation provided to the HR Business Lead and Partner for any new opportunities.
· Implementation of the Induction process for new joiners.
· Submission of monthly Headcount reports to finance
HR Associate, Gulf & Near East – July 01, 2008 – December 31 2008
· Handling the Car, Medical, Property, Office Shield and all Insurances of the Gulf & Near East Markets (10 markets)
· Maintaining leave records and travel entitlements
· Preparing Salary Certificates, Offers of employment and other HR related letters
· Liaising with Recruitment agencies and scheduling interviews

· Conducting initial interviews for secretaries/ receptionist
· Liaising with the Relocation company for assistance to relocated staff

· Liaising with IT Department for creation and deletion of employee ids and numbers. 

· Responsible for administering exit questionnaires to all leavers to ensure all company property is returned before the employee leaves
· Liaising with the PROs for employee visas 

· Handling the logistics for Assessment centers

· Providing PA support to HR Director

· Maintaining employee database for Gulf & Near East markets, and submitting the same to UK on a weekly basis
· Processing the car loan applications of the Gulf & Near East Markets 
· Sending out HR announcements (holidays, employee announcements etc.)

· Submitting Headcount report on a monthly basis

Receptionist & Admin Assistant to HR Department– June 25 – June 30, 2002 & January 23, 2003 – June 30, 2008
· Attending the switchboard with 15 lines and

· Coordinating with HR Department for the Car & Medical Insurance of the Gulf & Near East staff (10 markets).
· Maintaining leave records
· Preparing Salary Certificates, Offers of employment
· Liaising with Recruitment agencies and scheduling interviews
· Conducting initial interviews

· Handling the logistics for Assessment centers

· Providing secretarial support to HR Director

· Maintaining employee database for 9 markets, and submitting the same to UK on a weekly basis.

· Get necessary changes done in the telephone systems

· Liaise with Etisalat incase of any Tele-communication problems
· Preparing Etisalat payments.
· Servicing all the incoming clients.
· Sending & receiving couriers and daily mail
· Order office and computer stationeries 
· Drafting emails & faxes
· Maintain records of all distributors and GSK offices in Gulf and Near East and update if any changes of the above records.

· Code Vice President’s calls, if unanswered
· Maintaining the call monitoring software.

· Maintaining the accounts for travel agencies, general office supplies and couriers.

· Maintaining database for the logistics department.
· Maintaining a log for backup tapes and arranging collections.
At Asia & Gulf Management Training Services -Dubai – July 1 – July 8, 2002
Ticketing Agent: Obtaining On-the-Job training - making bookings on the Galileo Reservations system.

At The International University (TIU), Dubai - May ‘01 –. June.02
Secretary Front Desk - “Attending the switch board, Performing general Secretarial duties such as:

· Updating the Students Database regularly, introducing walk-in students to the programs & courses offered by the Institute.
· Drafting letters, sending faxes & emails.
· Attending to client queries, introducing and meeting walk in students to the programs & courses offered by the organization.
· Sending & Receiving couriers and regular mail.
Professional Qualifications

· Successfully completed the following course at INFORMATICS

Microsoft Windows 98, Microsoft Office 2000, Internet & E-mail.

· Holding a Current UAE Driving License.

· Diploma in IATA/UFTAA Foundation Course at Asia & Gulf 

      Management Training Services.

· Trained in Computerized Reservation System (CRS) i.e., Galileo at
         Asia & Gulf Management Training Services.

Personal DETAILS

Nationality
:
Indian


Date of Birth    :
14-Dec-83

Marital Status
:
Married
Visa Status
:
Husband’s Sponsorship

languages

Hindi – native language; English – speak fluently and read/write with high proficiency; Sindhi – speak fluently.
References

Will be furnished upon request.

