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Senior Executive – HR and Payroll
Accomplished Human Resources professional offering proven top management-level experience in multiple environment business operations ranging from raw material procurement , zero error banking operations to  setting up the Human Resources Department by successfully formulating HR policies and HR operations covering employee relations , Payroll operations and Compensation and Benefits analysis.
PROFILE SNAPSHOT
· Proficient in best HR systems & practices through planned organizational development, adept in Compensation and benefits analysis with in-depth knowledge of UAE labor laws.
· Passionate about employee engagement and possessing a naturally developmental approach to HR.
· Strategic thinker, totally self-motivated, and clearly focused on bottom line.
· Hands-on expertise in setting up the Human Resources Department & successfully introducing HR Policies & systems. 
COMPENTENCIES AND SKILLS
· Compensation and Rewards Management

· Payroll Processing
· HRIS Management
· HR Process Improvement
· Manpower Resource Planning

· Employees grievance handling

· Organizational Restructuring

· HR Policy Formulation
· Cross-Functional Business Acumen

· Communication and Negotiation Skills
CAREER SUMMARY
LIMITLESS L.L.C. (A Dubai World Company), Dubai, UAE                                          
Senior Executive HR and Payroll, Nov 2008  to Dec 2014
Limitless,part of Dubai World conglomerate is a global integrated master property developer in Europe, Middle East and the Far East.
Current Responsibilities:

· Reporting to the Executive Director-Operations, entrusted with overall responsibility of managing end to end HR functions from induction to monthly payroll and employee engagement. 
· Individually processed the payroll of the company with zero error using Oracle HRMS and manual system for timely disbursement of salaries and benefits to the employees, both for UAE and international Offices. 
· Successfully revamped the HR policies to suit the changing business plan of the company.

· Spearheading functions related to overall personnel administration, including appointments, promotions, internal transfers, all benefit payments and terminations in accurate and timely manner.

· Finalized 5 Internal / External Audits within the time frame and improvised on data collection and reporting.

· Conducted salary survey with the HAYS bench mark and the market trends to make valuable proposals in fixing salaries to new hire, promotions and salary reductions with the changing business plan.
· Restructured the international employment contracts as per the various statutes, ensuring all statutory obligations are met.

· Consolidated the monthly payroll reconciliation  
· Handled special HR projects which included research work on Comp and Ben structuring for particular business division which resulted in substantial cost saving to the company.
· Designed and implemented the manpower budget for the entire organization and made analysis on any variance at the end of the financial year.
Major Contributions:

· Successfully revamped HR policies, especially in Comp & Ben which has enabled the company to save about AED 350 thousand per month.
· Streamlined the HR filing and documentation to improve HR processes of the organization.
· Designed and implemented various HR forms and procedures to ensure better employee relations.
· Successfully resolved 3 major Employee grievances saving the company monetary wise and giving a clean chit to ethics and corporate governance.
· Implemented strict policies in the HR process while keeping the HR department more transparent and employee friendly.

· Successfully completed final settlement of 400 employees in two and half years with zero error.

RAK BANK, Dubai, UAE
Senior Operations Executive, July 2004 to November 2008
Major Contributions:

· Significantly contributed to the smooth flow of the settlements operations as per agreed service standards and in accordance with bank’s agreed controls and procedures.

· Successfully discharged with overall responsibility for consumables for the entire Card Centre.
· Proactively managed audit checks.
· Played a key role in effective management of customer retention activity with an excellent hit rate

· Awarded spot award for managing volumes in Balance Transfer Business.

STANDARD CHARTERED BANK, Banglore, INDIA
Senior Officer-Operations, June 2001 to February 2004
Major Contributions:

· Successfully managed Credit card personalization volumes in the Grindlays and Standard chartered merger.
· Initiated inventory automation and process maping  to ensure a smooth operation in the zero error environment.
· Completed the Exceptional Service Quality Programme.
· Awarded Grade 2 rating  for expemplary performance in service delivery.
PREVIOUS ASSIGNMENT
Accelerated Freeze Drying Company (AFDC) , Cochin , India




Senior Executive – Purchase,   December 1996 to April 2001

AFDC- A leading sea food exporter having profit centres at different costal locations in India.
Major Contributions:

· Successfully set up a purchase centre outside state with a limited budget and supervised the local recruitment of daily contract workers.
EDUCATIONAL QUALIFICATION
· Post Graduate Diploma in Business Administration, Human Resource and Marketing, School Of Communication and Management Studies, Cochin, India, 1996 
· Bachelor Of Commerce, St. Josephs College, Calicut University, 1992
Date of Birth: 7th September 1971~Languages Known: English, Malayalam and Hindi
Holding valid UAE driving license[image: image1.png]
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