OBJECTIVE   

To work in a challenging and vibrant corporate environment that provides opportunity to learn and to set high standards at work.

PROFILE

· 9 years of work experience into HR & Payroll Operations
· Expertise on (People-soft) Oracle HRMS version 8.9 & Working knowledge on Oracle ERP
· Expertise in Payroll, People-administration, Resourcing and MI Analytics
· Planned & executed multiple process transitions end to end
· Exposure to multi-cultural work teams across UK & Middle East
WORK EXPERIENCE
Gulf Drilling International, Doha – Qatar
Gulf Drilling International is Qatar’s National Oil & Gas Drilling Contractor having 18 drilling rigs and 3 barge/lift boats having operations in onshore/offshore and has about 1,500 employees

Period
 of Service     

Nov 2012 to Nov 2015
Current Designation   
Payroll Officer
	 Update Personnel Information Systems: 
 Maintain and update new jobs, positions and organizations held in Oracle based Human Resources Information systems to achieve accurate and up-to-date online data 

	Processing Personnel Actions: 
 Review and process personnel actions such as transfers, promotions, shift change, family status change, resignation, terminations and end of services to ensure that the proposed entitlements / actions are in line Personnel Policies & Procedures.

 Prepare notifications for all personal transactions, where required.

	Employee Clearance Process: 
 Process employee clearance cases for terminated / retired employees. Calculate End of Service Benefits and dues and initiate final repatriation actions.

	Maintain Personnel Records and Files: 
 Maintain and update employee records to document personnel actions and changes in employee status. 

 Maintain the Personnel Files in a proper manner 

	Reporting: 
 Prepare and issue periodic and ad-hoc reports and statistics on personnel administration matters to update superiors on personnel administration activities. 

 Compile and issue Monthly Management Information Reports, Quarterly Reports, and any other information required by management, Governmental bodies and other organization. 

	Correspondence with Government Authorities, Banks on Personnel Matters: 
 Prepare and issue Bank letters, salary certificates and other correspondence to external bodies for company employees as per prevailing policies and procedures. 

	Employment Contracts 

	 Coordinate issuance, signature and submission of employment contracts to ensure that they are in line with the signed job offers and in accordance with the policies and procedures of the company. 

	Performance Appraisals: 
 Perform Annual Performance Appraisal of Employees. Compile and verify performance data, through Performance Appraisal Forms, prepare consolidated report 
 Monitor if various competency levels required to perform jobs are adequately met. 

	Annual Merit Increase & Bonus: 

 Prepare annual merit increments &  bonuses in accordance with company policies  

	Preparation of Payroll: 
 Assist in the preparation of the Monthly Payroll for Office Staff and Rig Crew 

 Coordinate timely submission and verification  of time sheets  

 Create Batch Entries ; Verify the monthly personnel transaction in the HRMS. 

 Verify the Monthly Payroll register  & Coordinate transfer of salaries to the bank. 

=======================================


HSBC Global Resourcing, Hyderabad

March 2006 to Oct 2012
Assistant Manager – HR & Payroll Operations 

Professional Services (Payroll)

· Process the complete End to End HR & Payroll for 3800 FTE (UAE HSBC), 800 FTE (Qatar HSBC), 350 FTE (Jordan HSBC) , 250 FTE (Bahrain), 100 FTE (Kuwait) and 250 FTE (Lebanon)
· Ensure that HSBC Middle East staff gets paid on the scheduled payroll dates

· Handle pre and post payroll queries

· Handle suspense account reconciliations
· HR MI and HR Reporting Analytics for UAE, Qatar, Kuwait, Bahrain, Jordan & Lebanon
Key Responsibilities
Payroll Input Consolidation

· Collation & consolidation of Pre Payroll inputs i.e. Education, Leaves, Maternity Leaves, Over Time, Air Fare, IATP Payments, LTA, Medical, other allowance, airfare, Partner Allowance, relocation allowance, other deductions, shift incentives, Sales Incentives, Night Banking, Driver Over time etc on a Monthly basis.
Payroll Processing

· Coordinating and ensuring smooth processing of monthly salaries, variable payments and error free payouts to all the employees
· Perform Payroll Input and Output Checks and validate with Positive Input file
· Ensures all payments are processed as per HSBC group policy and procedures
· Ensure UAE HSBC Staff gets paid on 18th of every month, Qatar HSBC Staff gets paid on 20th of every month, Lebanon HSBC Staff on 25th every month & Jordan HSBC Staff 1st of every month
· Generate Pay-slips for all the countries.
· Perform calculation of end of service benefits as the countries labors laws.
· Generate pay registers cost centre wise, pay slips and reports from GHRS (People Soft) and creating monthly provisions for any expected costs
· Processed 1-time yearly payments such as Statutory Bonus, LTA, IATP etc during FY 2011/12 
Suspense Accounts Reconciliation

· Handle various Suspense Accounts E.g. HSBC Share save accounts, Pension accounts, Education Account, Sales Account and Main Suspense Accounts which is mapped to Payroll

· Responsible & accountable for passing HUB entries in order to reconcile the Main suspense account on a daily basis

· Ensure to reconcile and effectively control the accounts affecting Payroll on a monthly basis & preparing the reconciliation statements

Invoices & MI Reports

· Handle expat charge backs for all International Secondees, International Managers etc
· Handle Pension contributions for all Internal Secondees, International Managers etc
· Preparation of Monthly MI such as Ageing Analysis Report, Head Count Report, Salary report as per the Cost Center, International Manager and compensation reports

· Generate MI reports for UAE & Qatar Business i.e. maintaining & validating Staff list for Middle East; Viz - Headcount Analysis Report, Performance Ratings Report, Joiners & Leavers Reports, Transfers & Promotions Reports, Salary Reports and other Ad-hoc Reports

PeopleSoft 8.9 (Global Human Resource System)

· Reviewing CV’s and arranging further steps of recruitment.

· Process New Joiners, Rehires, Bank Accounts, Probations, Promotions, Transfers, Pay Rate changes, and Terminations in GHRS system.
· Processing of Contracts, Reference Check, salary certificate and employment certificate.
· Run the Daily Maintenance for audit purpose.
Other Key deliverables 

· Achieving day to day Performance Level Agreements (SLA)
· Client Relationship Management – Liaise with Business Partners for  Payroll related activities

· Audit adherence – Ensure follow and adhere to HSBC Group Compliance and Audit policies
· Attend Business calls / training Updates and deliver the same to colleagues

· Identify the training needs and Deliver the same to the team members
Growth path

· Joined HSBC Global Resourcing on 13th March 2006 as HR Executive with HR Operations supporting UK Region.
· Moved laterally within HR Operations to the Middle East sector – Oracle HRMS Maintenance & Payroll and was sent on a migration to UAE in Nov 2008 for 45 days to migrate the UAE Reference Check Process to Hyderabad.
· Remotely migrated UAE MI Analytical Reporting in July 2009 for Middle East to Hyderabad.
· On 1-July-2011 got promoted as Asst. Manager–HR & Payroll Operations, handled team of 6.
Transition Experience
	Migrated Process Name
	Data/Voice
	From/To
	Type
	Year

	UAE Reference Check
	Data / Voice
	UAE to Hyderabad
	Onsite
	2008

	UAE MI Reports
	Data from Oracle HRMS
	UAE to Hyderabad
	Remote
	2009


Competencies
Business Partner:

· Built and sustained long-term relationships with internal and external business partners based on mutual understanding, trust and respect.
· Always responded efficiently and promptly to client enquiries, requests and concerns showing sensitivity to clients' styles.
· Ability to independently manage the assigned responsibilities and tasks.

· Ability to perform in high-pressure environment & meet tight deadlines.

People Management: 

· Capable to maintain Exceptional relationship with Business partners and internal Customers.

· Collaborated with colleagues inside and outside own area to achieve shared goals.
· Volunteered to assist co-workers and covered work for others, whenever necessary.
· Shared information that would be useful to others (best-practice sharing).
· Excellent team player and have the experience to be focused and a can-do attitude.

Strong Analytical and MI Skills:
· Excellent proficiency in computer applications (MS word, Excel and PowerPoint, Lotus Notes) and excellence in English written and Verbal communication and imperative.

· Provide several Adhoc and Calendar MI reports to UAE customers based on the requirement.
· Excellent functional knowledge on Oracle HRMS version 8.9 i.e. HRMS & EPM reporting tools.
Team Management Skills:
· Identified their training needs in the team and assisted them in resolving queries.

· As an Auditor for the HBME & HBEU, ensured that the feedback is delivered to the team members. 

· Capable of taking responsibility of the team in absence of reporting manager and ensured no impact is caused on the daily work.
· A self-starter, team player and capable to provide high customer service with good leadership qualities and skills. 

Process Improvements:

· Constantly enhanced processes and procedures, and to improve quality and efficiency.
· Maintained high standards and attention to detail in all communications.
· Conducted training to the team and guided them on the process workflows.

· Identified the procedural gaps for the UAE GHRS Maintenance process and liaised with the business to resolve the issues

Planning and Organizing:

· Always plan and organize my data with due priority to the urgent and Adhoc requests. 

· Effectively managed the time to ensure that the SLA’s are met.

· Flexible in shift timings as per business requirement.

· An extrovert with good communication skills in English (both written and verbal).
Rewards / Successes
· Best Productivity Award Once
     Best Quality Award Twice

· Performer of the Month Once

      Star of the Month Once

· Super Star Award Once
Education
· B.Sc  (Maths, Electronics & Computer Science) ,Andhra University, Visakhapatnam, 2000 -2004
Personal Details

Date of Birth

:
21/02/1984

Marital Status

:
Single

Nationality 

: 
Indian

Languages

: 
English, Hindi & Telugu
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