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 ‘An enthusiastic & high energy driven professional who aligns organizational goals with individual growth and development’
Profile Snapshot

· Growth-oriented professional with nearly 4 years of experience in payroll processing and filing of sales tax and office assistant.
· Skilled in processing payments of advances, loans, leave salaries, etc. prior to final payroll process.
· Expert in the payroll processing function while implementing and administering payroll policies and procedures to ensure accurate and timely compliance with statutory obligations.
· Well versed with Centralization/Consolidation of the payroll function.
· Sound Knowledge on calculating & filing sales taxes and returns.
· Honed skills in physical stock verification and generating relevant documents related to the same.
· Proficient in developing and maintaining documentation and controls for all payroll related activities and procedures.
· A keen communicator with the ability to relate to people across all hierarchical levels in the organization.
· Handling multi task work team handling and administration.
Core Competencies

· Studying and incorporating the statutory changes affecting the payroll operations in  the system

· Handling payroll processing function involving computation of salaries, attendance, leave, fixed & variable entitlements, deductions for loans, etc.

· Implementing payroll policies to ensure accurate and timely compliance with statutory obligations

· Developing and maintaining documentation, pay-slips and controls for all payroll related activities and attaining approvals on consolidated salary advice
· Preparing monthly payroll for more than 2500 employees, calculating overtime, creating codes for new employees, updating personal details, salary details and passport details of the employees
· Updating the tax forms like P45, starter checklist, P6 and other forms and year end procedures.

· Handling the team with supervising work and preparing daily reports to the line manager regarding the same.
· Conducting team huddles and team activities.

Organizational Experience
Since Feb’12


NGA Human Resources, Kakkanad, Kochi, Kerala
Company Profile:

NorthgateArinso (NGA) is a market-leading global Human Resources services provider offering innovative HR business solutions through HR Technology, HR Outsourcing (HR BPO), and HR Consulting helping employers improve the quality and optimize the cost of HR services, resulting in increased business agility.
Growth Path:

Apr’11 to Feb’12

External Sales Tax Consultant

Feb’12 Till Date


NGA Human Resources, Kakkanad, Kochi, Kerala as Payroll Associate

Key Result Areas:
As Payroll Associate:

· Mapping client’s requirements for calculating monthly and weekly payroll; processing 2500 odd pay slips for Full Time Employees (FTEs) per month

· Calculating tax for the employers and creating starters & leavers

· Ensuring security of the employee details such as bank a/c details and National Insurance Number.
· Updating the tax forms like P45, starter checklist, P6 and other forms and year end procedures.
Job Profile:
· Accurate & on time provider of  payroll solutions &process for various clients on multiple platforms
· Training and development of new hires on the process and applications

· Auditing payrolls

· Administer and Co-ordinate Payroll
· Floor Support

· Error tracking, analysis and feedback

· Payroll reports and analysis

· Report preparation

· Client Communication

· Monitoring work flow 

As External Sales Tax Consultant:

· Prepared monthly, quarterly and annual returns & statements under Commercial Tax Laws
· Conducted physical verification of stock and prepared related statutory statements and documentation 

· Functioned as an Office Assistant and performed multi-tasking
Highlights:

· Bagged the Hero Awards for demonstrating excellence and responsibility in 2014.
· Won the title of the Employee of the Month in Oct’12 for immense contribution in the success of Bury Payplan Team

· Bagged Quarterly Award in Dec 2014

Academic Details
2011


B.A. (Economics) from M.G. University, Kottayam

2008


12th from S.D.P.Y,PalluruthyVeli,Board of HSE, Kerala

2006


10th from St.John De Britto A.I.B.H.S, Fort Kochin, Kerala State Education Board

ITSkills:

· Well versed with MS Office and Internet Applications

Personal Details
Date of Birth:


16th November1990

Languages Known:

English, Tamil, and Malayalam&Hindi
Nationality:

Indian

Marital status:

Single

Place of issue:  

Cochin

