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Job Objective: Seeking a challenging and rewarding career in Human Resources as HR professional where I can contribute my knowledge and skills for growth and development of the organization.

PROFESSIONAL PROFILE
· HR Professional with over 10 years (8 years UAE) experience in HR (HR Administration, Payroll, Employee Relations & General Administration) with well known organisations.
ORGANISATIONAL EXPERIENCE
Oct'14 – Till Date -  Progressive Global Energy Ltd. as HR Payroll Executive
Role

Payroll Administration

· Responsible for employees payroll for weekly, bi-weekly and monthly period.

· Entering new hires, employee changes & voluntary changes in the payroll system.

· Proactively chasing candidates to ensure that all timesheets are supplied within the agreed deadlines. Reporting outstanding timesheets to the regional leadership team.
· Checks payroll figures for accuracy and necessary approvals. Investigate and correct payroll discrepancies before finalizing payroll.
· Assist in month end consolidation and reconciliation and payment of payroll

· Prepare and issue final settlements, leave and ticket encashment.

· New employees file verification.

· Process employee expense reimbursements on weekly basis.

· Assist employees with questions regarding payroll, leave, deductions and payroll changes. 

· Provide HR & payroll reporting to management as required.

HR Administration and Mobilisation Support

· Communicating with client and candidate to verify deal information, liaising with other parties as and when appropriate.

· Provide Business Managers with weekly updates on the current state of their placements; ensuring they are aware of any issues.

· Liaising with Legal department in order to gain agreement on changes to terms and conditions, queries on terms, possible breaches etc. Owning and following through the process. Any other liaison as appropriate, according to the nature of the matter.

· Conducting research on changes and shifts in compliance requirements and ensuring that all parties are informed.
· Co-ordinating all Pre and Post Mobilisation activities including relocation packages and visa management

· Acting as point of contact for requests for flights, accommodation and contractor welfare for each contractor rotation.
· Supporting the correct bill back of all completed bookings.
Nov’12 – Sep'14 -  Petrofac International Ltd, UAE as Payroll Officer
Role

Payroll Administration.
· Administration and maintaining staff related records. Ensuring that Managers receive an accurate and timely assistance in all aspects of HR & payroll & other aspects of employment legislation.

· Assist in end to end processing of monthly payroll and pre and post-payroll activities including preparation of deduction and reimbursements for all employees including permanent, consultants, temporary and employees on secondment and closing of inactive employees. Checking payroll discrepancies and correct the same in the system.
· Prepare and issue final settlements and ensure timely completion of release and discharge formalities of separated employees. Prepare leave and ticket encashment, process through HRMS and obtain necessary approvals.  

· Follow up on incomplete timesheets, contact respective employees and ensure timesheets are completed before close of payroll deadlines
· Determines payroll liabilities by approving the calculation of employee per UAE Labour law.
· Assist in month end consolidation and reconciliation and payment of payroll

· Prepare various salary reports and payroll analysis when required. Assist in on-going maintenance of payroll system, perform routine audits and update and maintain payroll records 

· Liaise with staff and management on payroll related queries and issues on employment law.

HR Administration / Employee Relations 

· Provide assistance and advice to managers and employees on queries related to disciplinary, performance,  contractual and general employment,

· Provide assistance and advice to Managers and employees on queries related to Company HR policy and Leave Management. To check and verify processing of various types of Leave (Sick leave, Annual leave, Maternity / Paternity Leave, Compassionate Leave requests). 

· Administer HR related documentation such as preparing Offer letters, Employment contracts, Salary Certificates & Salary Transfer Letters.

· New employees file verification and updating their records in the system accordingly.

· Grievance/discipline procedures and employee relations protocol have been administered. 

· Investigate and resolve complex HR issues related to employee disputes and grievances recommended remedies and solutions as necessary. 
· Maintain and update HR database, ensuring employees’ files are maintained and necessary documents are obtained and filed in employees file.
· Preparing various types of Short Term & Long Term International Assignments Letters as per Global Mobility Policy for employees who are transferred to other countries like UK, Malaysia, India

· Coordinate with Seconding organizations for the invoicing of seconded staff. Prepare per diem claims and salary vouchers for Seconded staff
Mar’11 –Nov’12 at Siemens LLC, Downtown Jebel Ali, Dubai, UAE as SAP Payroll Officer
Role 

· Oversee timely and accurate processing of Payroll for entire Lower Gulf Region (Shared Services).
· To provide Business Managers, Department Heads and Employees with reliable and professional payroll services, to improve continuously HR processes and policies and creation of an environment/infrastructure for growth 
· Efficiently processing and checking all payroll output and exception reports for completeness and accuracy before handing over to the Payroll Manager.
· Headcount reconciliation, calculating leaves, bonuses, overtime etc.

· Administration of all SAP HR & Payroll activities including personnel actions for hiring, leaving, salary changes, cost centre changes, one time and recurring payments and deductions, creating positions, organization units and all other hr & payroll activities as per WPS  (Wage Protection System) .
· Issuance of pay slip and other payroll related information in accordance with employee requirement and company policy 
· Respond to employee / department queries within time limit.
· Efficiently & timely preparing various payroll reports like Salary Overview, Payroll Analysis, IDC Cost, Pension Fund etc
· Complete administration and maintenance of employee databases: 
-Siemens unique employee database worldwide (Global Identifier) 
-Siemens Corporate Directory where function, department, contact details are maintained worldwide
-Corporate Human Capital Management where employee data is recorded according to job families and 
 education worldwide 
- Siemens Organization Management (SOM) 
· Complete administration and maintenance of expense claim tool, support to team assistants and post payment audit as per compliance and audit requirements
· Enrolment of employee medical insurance scheme, facilitate insurance claims & insurance exit formalities. 
· Follow up with insurance co. For employee related Medical Claim, Addition / Deletion of employee details etc.
· Support in preparing quarterly and yearly provisions as per the guidelines

Sep’07-Aug-10 at DYNCORP INTL FZ LLC, (US MNC), Dubai Internet City, Dubai, UAE as   Payroll Specialist
Role:
· Responsible for the entire HR activities including timely payment of employees' salaries, funds transfer and claims reimbursements.
· Processing Payroll Internationally
· Receiving the time sheets Bi-weekly basis and upgrading into FPS.
· Communicating with different sites regarding timesheet correction, modification, Missing timesheet , ratification of timesheets etc.
· Accounting code correction, salary modification, sign on bonus, stipend pay, Annual leave etc.
· Recording Tax deduction, insurance deduction, out of cycle payment deduction.
· Sending dummy processed reports to concerned sites & getting confirmation from them
· Final processing of Database.
· Assist with recruiting needs as and when required.
· Training new members of the team, assisting them with settling into the department.
· Co-ordinate with site HR for manning information and create / maintain the Manning Report for each program every Pay Period.
· Verify the clock numbers/employee ID numbers issued.
· Create and maintain HR files and update the information system in accordance with Standard Operating Procedures.
· Update Personnel records and ensure the documentation is appropriate and up-to-date.
· Validate and prepare the Contracts, modification to the contracts, or end of employment letters.
· Ensure all the new hires are enrolled with Cigna insurance.
· Update the PeopleSoft accordingly on receipt of the contractual, personal information, banking documentation, modifications and end of employment or closure documents.

· Update / track leave balance of the employees.
· Respond employment verification and Insurance Certification requests.
· Administration and co-ordination of Performance Appraisals. 
· Review relevant employees who are on medical leave and in liaison with the Program, track the duration of medical leave.
· Submit the terminated employees’ information to Cigna and also report the US National employees’ details to COBRA immediately for continuation of their benefits

· Preparing various MIS Reports i.e. Labour Recovery, Man Hour Analysis, OT Comparison Report etc.
Oct’05-Aug’07 at B.K. Gulf LLC (Dutco Balfour Beatty Group) Dubai, UAE as Payroll Executive
Role 

· Managing wide gamut of activities related to creation of employee profile, registration and enrollment of new employees.

· Generating accurate Time and Attendance data, including the calculation of company and statutory sick pay, holiday pay, housing loan and vacation advances, End of Service Benefits, etc. 

· Organizing and processing yearly ticket request.
· Facilitating the preparation of offer letter, contracts of employment.
· Efficiently checking all payroll output and exception reports for completeness and accuracy before handling over to the Payroll Manager.

· Accountable for distributing pay packets, checking Petty Cash Vouchers and coding.
· Addressing employees and site representatives queries pertaining to payroll and recommending solutions.

· Ensuring all payrolls related accounts are properly accounted and documented.
· Handling Petty cash and month end reconciliation.
· Preparing and developing MIS related to monthly payroll report to be submitted with the Top Management.

Mar’04 – Oct’05 at The Chembur Nagarik Sahakari Bank Ltd., Mumbai as JR. Officer
Role:
· Responsible for managing cash collections, cash deposits, tallying, daily cash summaries, etc.
· Actively involved in preparing and submitting MIS reports in an accurate and timely manner to the Management.
· Efficiently operating currency counting machine involving counting of bundled / stapled &loose notes.
· As Teller responsible for managing clearing section, Fix Deposit Section, File Scrutiny, disbursement of Loan and Salary administration.
Jun’01– Mar’04 at Filtra Catalysts & Chemicals Ltd., Mumbai as Deputy Officer -Human Resources
Role  

· Efficiently handling an array of operations pertaining to CV Sourcing, Scheduling candidates Interviews, Co-coordinating Interviews, Employees joining process, etc.
· Preparing and maintaining all employees’ files and records both manually and computerized method using MS Word & MS Excel. 

· Effectively handling induction, joining and exit formalities & clearances of the employees.

· Ensuring issue of Appointments, Promotion and warning letters for absenteeism, misconduct and misbehaviors.

· Actively involved in preparing Remuneration, Compensation & Benefits of all Employees.
· Effectively maintaining all staff rosters to maximize optimum staffing levels for site productivity.
· Developing and implementing processes to ensure timely / Cost effective filling of vacancies.

· Facilitating the preparation & implementation of mechanism to monitor and improve quality of recruitment

· Ensuring 100% adherence to the policy & procedure.

· Conducting Induction Training to all new employees.

· Responsible for salary processing and administration of 62 branches & 40 supermarkets all over India.

· Meticulously maintaining all records related to Employees Leaves, PF, ESIC, PT, Income Tax, Labour Welfare Fund & property records.
Sep’95–May’01 at EMI Transmission Ltd., Mumbai as Personnel / Administrative Executive

Role  

· Efficiently managing wide range of HR & Administration activities including LTA Preparation, Exit Interviews, Induction, Joining & Exit Formalities, Maintenance of Property and other Equipments & Canteen Management. Monitoring and managing purchase requirements for office supplies and outsourced activities like house-keeping, security etc.

· Effectively handling and controlling Security, Time keeping and House Keeping, Transportation department
· Managing day to day HR & Administration operations such as reporting Monthly manpower movements, initiating and following up on disciplinary procedures, framing administration circulars, memos and other documents, etc.
· Ensuring implementation of administrative policies across all levels in the organization. 

EDUCATION
· Diploma in Human Resource Management from Wellingkar Institute, Mumbai in 2004.
· M.Com from MCC College, Mumbai University, Mumbai in 2002
Training
· Attended training on Employment Law in UAE from Conferitus Conferences LLC, UAE.
· Successfully completed SAP HR Certification Examination in Oct’ 2010 SAP AG, Germany, (Bharat Petroleum Corp. Ltd., Mumbai)
· Master of Computer Science from Indo German Computer Institute in 1995. Knowledge of – ERP, Oracle -  JD Edwards, MS-Office  & Ms-Access 
· Training on increasing productivity from Bombay Chamber of Commerce.
Personal Details

Nationality: Indian

Current Address:   Dubai, UAE[image: image1.png]



