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 Profile
· A performance and result oriented professional with 11+ years of experience in Human Resource Management with exclusively HR and Payroll Specialist. 
· Currently deployed as Assistant Manager- Human Resources operations, WNS Global Services (P) Ltd, Chennai since September 2012 and reporting to the Sr.Group Manager – Human Resource Operations. 
· Functional knowledge and expertise in various domains of Human Resource viz. IT, Recruitment & Generalist role like Induction, Joining, Training and Development, Performance Management, Compensation and Benefits, Policies and Process, Employee Engagement, Payroll, Grievance Handling and Exit formalities. 
· An effective communication with excellent interpersonal & relationship management skills. 
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ETA – Ascon Dubai. 2004 – 2012
WNS Global
Services - Chennai
2012 – Till Date


Performed as Senior Executive Human Resource for the past 8 years with a team of 7 HR professionals have managed under my guide in end to end HR activities.
Working as Assistant Manager in Human Resources Operation, with a team of 12 HR executives performing under my supervision.
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 Educational Qualification

	2000 - 2003
	Gained a M.C.A. Post Graduated degree, from reputed Bharathidasan University.

	1997 - 2000
	Hold a B.Com degree from Madras University – The New College.
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 Experience in Detail

WNS Global Services Pvt. Ltd.,
Designation
: Assistant Manager
Duration
: May 2012 – Till Date
Location
: Chennai
Team Strength : 14
Role and responsibilities:
· Manages Attendance and Over Time for 40,000 Employees in various systems on Daily basis. (ERP, SAP, Empuror, STAR WATCH, Orbits) 
· Monthly Payroll process amount involved 50 million in AED for both Staff & Workmen. 
· Manages payroll processing in SAP for Dubai, Abu Dhabi, Sharjah, Saudi and Qatar employees. 
· Payroll administration and maintain employee master data for UAE, KSA and Qatar on SAP. 
· Lead a team of 12 professional’s handling Payroll and daily HR activities. 
· Manages Employee cost distribution on regular monthly basis and updating the cost code before the payroll processing. 
· Enter all master Deductions & Vacation masters as applicable. 
· Manage the Preparation and Compilation of Records & Reports according to management requirements. 
· Ensure Schedule salary payment (Cash/Bank Transfer) within the time line. 
· Manage the process that ensure the payments & government reports are disbursed timely and accurately. 
· Resolve the Conflicts and Employee Grievances. 
Managerial Role:
· Monitoring daily activities that are being performed by the team members. 
· Monitor SLA, make all process are completed within the agreed TAT. 
· Act as process owner for maintain DPM/SOP, changes and sign offs to be obtained regularly. 
· Circulating Payroll calendar and payroll updates with the On Shore HR team. 
· Sharing wages and employee detailed report to client on need basis. 
· Conducting Monthly review meeting to give update on the process progress and challenges. 
· Having a team meeting to improve the process improvements and meet the timeline. 
· Conducting “One on One” meeting with the team member to know their challenges and provide feedback on their performance. 
· Rating them on monthly basis depends on their performance. 
· Analyzing the process challenges and come up with some process improvements. 
· Arranging for training for team members depends on their performance and need. 
· Monitoring daily attendance and leave plan for the team members. 
ETA Ascon L.L.C
Designation
: Sr.Executive – HR Ops
Reporting to   : AGM – HR Ops
Duration
: 2004 – 2012
Location
: UAE – Dubai
Team Member : 7 HR Professionals

Role and Responsibilities:
· Collecting employee details and document and AO (Appointment Order) generation in SAP. 
· Getting employee ECF (Employee confidential file) and uploading in SAP. 
· Post employee landing in Country getting all employee joining details and job and updating them in ERP System. 
· Employee number generation and arrange the deployment through resource team. 
· Co-ordinate with the IT team and administration team regarding process Email Credentials, access cards, Business cards. System allotment and etc... 
· Arrange Salary accounts and other basic requisites. 
· Maintaining 18000 employee daily attendance master details. 
· Payroll Processing for 14000 workmen and 4000 staff on monthly basis. 
· Total Payroll amount involved in 25 million in AED. 
· Average Salary Report to be shared with Management Team. 
· Arrangement of Funds in advance during payroll time. 
· Employee welfare and grievance. 
· Leave Management in SAP system, like Casual leave, Annual leave, Sick leave, Sick leave 50% paid, Hajj leave and Maternity Leave. 
· Leave data base maintained at SAP in PA 30 and auctioned in PA 40. 
· Part payment processed in SAP for the On-leave employees. 
· Visa cancelation request to be processed for the Exit employee and updates sent to visa department for further processing. 
· Full and final settlement processed in SAP for resigned or terminated employee in SAP. 
· Updating Absconding in SAP for absconding employee and sending mail to the concern personal mail ID. 
· Preparation of experience letter for the employees. 
· Training schedule to be prepared and reminder sent to participants on regular basis. 
· Issuing training certificate to the employee post completion of training. 
· Training report and feedback to be shared with the trainer and manger for further training plan and improvement. 
System Skills
· SAP 
· Orbits 
· ERP 
· Empuror 
· Windows 
· Visual basic 
· MS- Office 
· Radar System to manage the productivity of the team. 
· PeopleSoft for my team Performance input and attendance management. 
· SAP HR / Payroll Module for Payroll processing and attendance management. 
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 Personal Details

Date of Birth
: 04.03.1979
Nationality
: Indian
Marital Status
: Married
Language Known
: English, Tamil

Declaration
I do here by declare that the above written particulars are true to best of my knowledge and belief.
