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JOB OBJECTIVE
Seeking senior level assignments in Human Resource Management, Compensation and Bene_its Management, and Employee Bene_its Management with a leading organization of repute.
PROFILE SUMMARY
· A dynamic professional with 8 years of experience in Payroll, HRMS, Employee Bene_its Administration, Medical Evacuation, Coordination, Liaising, Recruitment, and Customer Management. 
· Currently associated with DynCorp International FZ LLC, Dubai as Supervisor – Employee 
Bene$its & Medevac 
· Solutions Driven & Customer Centric Professional; deft in providing the earliest possible noti_ication of potential service disruption or degradation 
· Pro_icient in recommending procedures to minimize the impact to customer develop business rationale and bene_its of any changes 
· Trained in managing the compensation & bene_it functions while designing, implementing and administering payroll policies to ensure accurate and timely compliance with statutory obligations 
· Expertise in implementing the techniques of PeopleSoft HRMS 
· An effective communicator with exceptional interpersonal skills and hands on experience in training and development of subordinates 
CORE COMPETENCIES
· Managed Employee Bene_its for employees working in countries across Asia, Africa, Middle-East, and South America. 
· Serving as liaison between the Company, Medical Providers, Evacuation Assistance Vendors, Insurers and the Employee Assistance Team. 
· Maintaining attendance details for all employees to identify LWP deductions and completing necessary insurance & medical cover formalities. 
· Hands on experience in the areas of Reward & Recognition, Position Evaluation and HR Due Diligence. 
· Preparing and maintaining various types of MIS reports with a view to apprise management of the business operations and assisting in their decision-making process. 
· Maintaining con_idential medical reports and disbursing information to appropriate personnel’s in compliance with the HIPAA regulation. 
· Evaluating insurance coverage applicability for each evacuation and repatriation of remains based on the nature of injury or illness and recommendation from treating physician. 
ORGANISATIONAL EXPERIENCE
⇒  Since Feb’13– Till Date
DynCorp International FZ LLC, Dubai as Supervisor –
Employee Bene_its & Medevac.
Key Result Areas
· Supervised the bene_its database and assisted employees in bene_its selection. 
· Coordinating and overseeing the medical evacuation process of the company’s ill or injured OCONUS employees. 
· Facilitating the investigation process in work-related accidents. 
· Liaised with the insurers for data collation to _ile a claim for reimbursement. 
· Providing scheduled updates to program and program support during the course of an evacuation or repatriation. 

· Supplying regular medical updates to the company’s EAP representative in order to update the emergency point of contact of the ill or injured employee’s family members with the latest medical updates. 
· Ensuring no costs is passed in the company overhead or program without appropriate pre-approvals. 
· Evaluate the nature of the illness or injury before initiating the evacuation process. 
· Conducting periodic trainings to ensure adherence to the guidelines mentioned in the Standard Operating Procedures. 
· Overseeing that employee care is attended speedily within speci_ied guidelines and in accordance with appropriate bene_its policy. 
Highlights:
· Holds the merit of working with Military Doctors and Hospitals, International Insurance Brokers and Insurance Companies while evacuating ill or injured employees from war zones 
	⇒
	Oct’11 to Jan’13
	Willis Al Futtaim, Dubai as Sr. Bene_its Analyst – (International Bene_its)

	⇒
	Jul’10 to Oct’11
	Aon, Dubai as Bene_its Analyst – (International Bene_its)


⇒  Assignments Handled: DynCorp International LLC’s Employee Bene_its (Seconded)
Key Result Areas
· Managed Health and Life insurance bene_its for DynCorp’s employees working in countries across Asia, Africa, Middle-East, and South America. 
· Assisted in Claims reimbursement process. 
· Administrated the Employee Bene_its Program to include enrollment, terminations and additional changes. 
· Planned and implemented Annual Open Enrollment for employees working in International sites 
· Supervised the bene_its database and assisted employees in bene_its selection. 
· Directed preparation plus distribution of written verbal information to inform employees of bene_its and payroll deductions. 
· Updated the management with developments and issues related to bene_its administration on bi-weekly basis and periodically suggested recommendations regarding changes in policies. 
· Designed bene_its policies in compliance with legal requirements. 
· Coordinated with HR, Payroll, Program Management Of_ice and Corporate Bene_its to bring resolution to queries and issues in an ef_icient and appropriate manner. 
· Associated with the HR and the payroll department for payroll deductions and reimbursement of employees pay. 
· Maintained records and compiled statistical reports concerning enrollments, terminations, transfers, cards disbursements, etc. 
· Coordinated with Internal & External Attorneys and Auditors with respect to company's bene_it plans. 
· Participated in seminars and provided training programs to HR and Program Managers on regular a basis. 
· Identi_ied & implemented employee bene_its in view of the changing environment to increase the quality of life for employees and their dependents, by working with brokers researching bene_its issues. 
· Assisted the DynCorp Medevac team by providing them with insurance information of employees being Medevac’d. 
· Attended to ad hoc queries from the program HR and Corporate Risk Management. 
Highlights:
· Merit of being an integral part in Data Migration from Microsoft Excel to AutoBene for DynCorp in Willis Al Futtaim, Dubai, 2012 (AutoBene for Employee Bene_its administration). 
· Actively managed health and life insurance portfolio for 12,000+ DynCorp employees while working in Willis Al Futtaim. 


⇒  Apr’08 to Jul’10   DynCorp International FZ-LLC, Dubai as Human Resources Generalist
Key Result Areas
· Administered the Payroll system. 
· Tracked leave balances of the employees. 
· Liaised with the Payroll department for bonus computation, payroll deduction and timely disbursement of employee salary. 
· Maintained Payroll Record of all employees’ details such as change in salary or allowances, absenteeism, sick leave, or change in bank accounts. 
· Liaise with Payroll department for _inal settlement of employees. 
· Administration and co-ordination of Performance Appraisals. 
· Prepared, modi_ied and validated the contracts, at the end of the employment letters. 
· Assisted with recruiting needs as and when required and was responsible for the enrollment of all new hire into the company bene_its program. 
· Offered support during the execution of quarterly SOX audits. 
· Periodic review of employee Job Description. 
· Maintained documents and information to enable insurance and medical claims _iling for Worker’s Com-pensation and Personal Accident claims. 
· Responded to employment veri_ication and insurance certi_ication requests. 
· Trained new members of the team with the Policies and Procedures. 
· Liaised with the HRIS and the HR team for the smooth operation of the company’s HR ERP system (PeopleSoft). 
Highlights:
· Played a role in the data migration from Microsoft Access to PeopleSoft. 
PREVIOUS EXPERIENCE
⇒ Jun’07 to Jan’08 with Indiabulls Securities Ltd., Mumbai, India as Administrative Assistant cum Recruitment Of_icer 
TRAINING
· PeopleSoft HRMS Training Oracle University, Dubai, February 2009. 
ACADEMIC DETAILS
2012
MBA in Finance from Institute of Management Technology, Dubai with 3.29 CGPA.
2007 BA in Economics & Commerce from St. Xavier’s College, Mumbai University, with 60.33%. 2004 12th from Don Bosco Lonavla, Maharashtra Board, Lonavla with 68.17%.
2002
10th from Don Bosco Borivli, Maharashtra Board, Borivli with 60.93%.
Personal Details
Date of Birth:
30th November, 1986
Address:
Dubai, UAE
Languages Known:
English, Hindi, Konkani & Marathi
Nationality:
Indian
Marital Status:
Single
Visa Details:
Free Zone Visa
