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Career Objective ::










         
      To take challenging opportunities in the field of Accounts & Administration,



       and cope up with highly integrated computerized environment and provide



       effective management information.

Professional Skills ::









         

Experience
:    [image: image1.png]


 HR Co-ordinator & Payroll Officer


     January 2002 until present

     TCTI branch of Wafi Industrial L.L.C. part of MKM Commercial Holdings



     Dubai, United Arab Emirates

TCTI, WAFI Group of companies is the gulf region’s market leader in the manufacture of cold stores, freezer rooms and refrigerated trucks. Established in Dubai in 1978 to cater for region’s growing appetite for refrigeration applications, it has expanded its range to cover all types of polyurethane panelled products as well as diversifying into various related fields including glass reinforced plastic, glass reinforced cement, joinery and pipe & duct insulation, make & maintenance of Swimming pools.
Duties & Responsibilities ::       

· Time Management data download, according to exceptional reports, edit, and modify, deletion/addition.

· Daily labour loading sheets of worked time allocation to jobs for job costing.
· Monitor and prepare Time cards for outsource manpower.

· Swipe cards preparation for all employees.

· Time records & data for payroll process, time sheets/pay slips arrange to employees.

· Monitor employees’ attendance & absentees report and salary adjustments.
· Time allocation by jobs for all the staff.
· Maintain Paid/Unpaid annual leave records/resume to work reports of the employees.

· Computation of End of service benefits for resigned & terminated employees.

· Petty cash management:  (Maintain IOUs, PC Vouchers preparation, Cash reimbursement).

· Thorough knowledge of payroll processing.
· Reconcile of wages with Oracle-ERP and MS Excel.
Previous Experience (in brief) ::       

· As HR Coordinator, October 1994 to June 2001 at Unimix Group of Co., Dubai, U.A.E.

· As Store In-charge, April1992 to August 1994 at Pastonji Ice Factory, Bombay, India
· As HR Asst., March 1989 to December 1991 at M.S.Al Mazouk Est., Dahran, K.S.A.

· As Steno,  March1985 to September 1988 at Kennie Chemi Pharma, Chennai, India
Education ::       

	Name of School/College/University
	    State/India
	Year 
	 Diploma/Certificate/Degree

	Z.P. High School 
	A.P, India.
	1977
	Secondary School Certificate

	Besant Theosophical  College
	A.P, India.
	1984
	Board of Intermediate Education

	Madurai Kamraj University
SHIATS, Allahabad University
	Tamil Nadu, India.

Utter Pradesh, India.
	2010
2013
	B.B.A. Bachelor Degree in Business Admin.
M.B.A. Master Degree in HRM.


Professional Courses ::
	Name of School/Institute/College
	   State/India
	  Year
	      Diploma/Certificate/Degree

	Board of Technical Education
	A. P. India.
	1977
	Typewriting English Lower & Higher

	Board of Technical Education
	 Tamil Nadu, India.
	2002
	Shorthand English Lower & Intermediate

	Bain School,  Chennai
	 Tamil Nadu, India.
	2003
	Diploma in MS Office Applications

	Ministry of Education

	Dubai, UAE

	2006

	Diploma Course in Human resources Management



Work Experience ::      
	Wafi Group of Companies, Dubai, UAE.
	Full Time

	Payroll Officer & HR Coordinator. 
	 2002 to Present.


· End to end processing of staff payrolls aaccurately in time.
· Perfectly maintenance of petty cash.
· Updating and maintaining payroll records.
· Reconciling payroll related GL accounts. 
· Calculation and processing of end of service benefits for resigned/terminated staff.

· Well manage of accrued annual leave records and air passage tickets.

· Maintaining of Sick leave, absentees, unpaid annual leave (overstay) records.
· Ability to work under pressure. 
Personal Profile ::      



Date of birth


:  May 1, 1961


Sex



:  Male


Marital Status

:  Married


Languages known

:  English, Hindi, Telugu, Tamil. Malayalam (Arabic)


Nationality


:  Indian
Visa Status


:  Residence Visa
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