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	PAYROLL, HRIS/HRMS, BI & MIS REPORTING PROFESSIONAL
Aspiring an opportunity to be a part of dynamic work environment to contribute to the growth of the organization by leveraging my skill set, abilities, knowledge and experience to add value to your company; to achieve greater organizational performance in the attainment of corporate vision and mission; and to drive the best practices in the industry.
EPITOME


A multi-skilled professional with around 10+ years experience in Payroll, HRIS, Business Intelligence (BI)  & MIS reporting roles augmented by post-graduate background in Human Resources, Business Administration and Accounting with proven results in multinational and public sector undertakings in India & Dubai (UAE); across industries like Manufacturing, Conglomerate (Construction, Retail, FMCG, Production, Oil & Gas, Logistics), Service Industry, Aerospace & Aviation, delivering a diverse range of payroll functions; building and implementing best payroll practices, managing HRIS, BI analysis and MIS reporting that support management to motivate and retain the workforce, mapping the competitive position and to achieve business excellence.
People person and analytical thinker with a focus on high accuracy rate and attention to details; goal setting abilities with superior leadership, team building, communication and interpersonal skills. Self-starter with an ability to excel in a fast-paced environment, excellent organizational and problem-solving skills, manage competing priorities and confidentiality, welcome and adapt readily to new challenges.   

· Strong cross-industry background and experience in supporting and processing of large volume, diverse workforces of 5000+ employees in multiple locations such as Middle East & North Africa (MENA Region), Europe and US. Type of workforce include contract staff, front-line/direct/overhead staff, staff and workers with shift patterns, mid-level, executive and senior management; process payroll of bi-weekly and monthly as per different policies & FSA’s (Foreign Service Agreement)/EBA’s.
· Adept at HRIS applications with advanced Microsoft Excel skills for reporting. Expert with popular HRIS ERP Systems such as Oracle HRMS R12, SAP HCM ECC 6.0, and Microsoft Dynamics AX; BI reporting tools such as Oracle HFM, Oracle Smart View for Office, SAP BI, Qlikview and Cognos.etc.

· Well versed with rewards and benefits programs to increase motivation amongst employees aiming towards the performance of human capital across the organization.
· Process expert for payroll module, award interpretation, internal controls of payroll systems and procedures, statistics, reconciliation and variance analysis, leave management, withholding tax deductions and termination pay/ End of Services settlements. 

· Actively involved in developing, delivering and supervising the tasks at all levels while work closely with Finance and HR combined services; demonstrating high-level interpersonal, negotiation and facilitation skills within a complex environment.
· Excelled in highly analytical data environment with accuracy and attention to detail that requires constant review and maintenance of multiple process/analysis/reports that assist and guide stakeholders in taking decisions.
· Extensive knowledge of working practices, managing day-to-day processes and reports whilst developing and implementing new business strategies in a dynamic and high-pressure environment, requiring the ability to multi-task and engage in various functions. 

· Act as a liaison between departmental end-users and program consultants in setting up, integration, transition and implementation of HRIS/payroll ERP development cycle from ground up, assisted in configuring SAP HR, e-recruitment, PA personnel administration, OM organizational management, PT personnel time management, GL and payroll; establishing info types, parameters and preferences, data migration, User Acceptance Testing to go-live. 
	CORE COMPETENCIES


♦Payroll Management ♦Compensation & Benefits ♦HRIS/HRMS Applications ♦Benefits & Rewards Administration             ♦Business Intelligence Reporting & Analysis ♦MIS Reporting ♦Personnel Management ♦Employee Master Data Management ♦
Time and Labor Management ♦Employment & Legal framework ♦Absence Management ♦Budgeting ♦ERP configuration ♦Reporting systems & process improvement.  
	PROFESSIONAL EXPERIENCE


Mubadala Aerospace 
Turbine Services & Solutions Group (Formerly known as ADAT & GAMCO) 
Aerospace & Industrial, Abu Dhabi Intn’l Airport, Abu Dhabi, United Arab Emirates.

Mubadala Aerospace established by the Government of Abu Dhabi with a portfolio of valued at more than US$63.5 billion as a principle agent in the diversification of Abu Dhabi’s economy focusing on investment & development across multiple sectors.

                      TS&S Group operates from state-of-the-art facilities in Abu Dhabi Airport, provides comprehensive maintenance, repair and overhaul services for aircraft engines whereas Industrial offers services and solutions for a wide range of industrial engines used by the oil and gas, process and energy industries throughout the Asia, EU & Australia.
Payroll & HRIS Lead                                                                                                                                       January 2015 till date
Led a three-person team; responsible for end to end processing of payroll, rewards and HRIS of regular, contract, shift and non-shift employees of TS&S Group and its wholly owned subsidiaries; reported to the CIO & Head of Human Resources; primarily focused on the enhancement of rewards management that supports the business area and ensure its execution is compliant with internal policy and regulatory requirements.
· Manage and supervise payroll processing, rewards, absent management and HRIS application for all employees.
· Oversee and manage the full scale end to end payroll functions till salary disbursements. Interpret awards and review payroll associated recoveries and refund data, liaise with accounting team to perform a range of employee recoveries includes various allowances, advance payments received by employees, utilities and telephone deductions, staff business trip recoveries/refunds and maintaining a clear reconciliation with the respective stake holders.
· Control and administer HR system; maintain employee profiles, changes to employee records, job roles, transfer/secondment, award changes, absence management, exemptions, security & pay information. 
· Responsible to review, approve data inputs onto HRIS and transfer payment batches to payroll; process payment entitlements such as annual leaves, long service and sick leaves, other entitlements such as sales incentives, shift allowances, air tickets, OT hours and penalty payments, staff children educational allowances, settling allowances and training bond repayments.
· Execute payroll run and complex calculations variance and elements analysis, prepare gross to net monthly payroll reconciliation reports and comparison, cost center analysis, provision analysis, book leave and bonus accruals; costing and transfer to General Ledger and process rate master. 
· Ensure that payroll processed on time, timely transfer to bank and uploaded pay slips on HRIS employee self-service. 

· Review and update the classification of positions in HRIS, job group, pay adjustments/grade changes, promotions & downgrades, anomalies and period audit in HRIS to ensure equity and fairness across the company.
· Coordinating in the formulation and implementation of increment, incentive and other remuneration / benefits policies.

· Approve personal/assignment workflow management requests in Employee Self Services (ESS) and analyze data inputs relevant to payroll received by ESS with effective validation and subsequent data reconciliation. 

· Instrumental in providing MIS reports for budgeting and operation planning; and to profit centers for support decision making purposes.
· Prepare, review and process employee termination pay, redundancies and steps for the separation of leavers as per the employment legislation. 

· Responsible for EOM/ end of month MIS reporting, dashboards and data analysis to the stake holders via BI tools on various data including personnel data, compensation, manpower and training projects to report company performance to budget, forecast, identifying trends and opportunities.

· Actively engaged in the seamless transition of HRIS/payroll to SAP ECC; support system development/configuration of GL & payroll modules; data migration and UAT in close coordination with ICT team.

Accomplishments:

· Played a key role in technology migration to SAP, worked along with various teams to monitor the progress and report to the management which was successfully pulled off in less than 8 months than the estimated time frame of 12 months. 

· Achieved and sustaining 100% of accuracy in payroll and process; allowing workers to focus onto their job, saving colossal figures to company. 
· Managed a high volume of payroll related queries and grievances; provided assistance by using ESS.

· Streamlined payroll process with control points, resolved profile, info/object type errors and updated back logs of personnel data within the first 6 months.

· Ran comprehensive audits, reducing payroll cycle errors by 70% in first 3 months.
· Final settlement/termination pay and closing process improved from average 15 days to 3-4 working days.

· Reinvented a plan to track and capture the overtime hours of shift staff in roster.
· Developed a ‘payroll tracker’ to track the timelines of payroll queries and HR requests.

· Coordinated in establishing a process to track time, attendances and unauthorized absences resulting in efficiency gain of 28%. 

· Collaborated with ICT team to improve ERP processes, reporting, analysis and developed the self-service functions resulting efficiency gain of employee attention at work.
Intertek Group plc.                                                                                                                                                  

Intertek- Middle East & North Africa                                          
Dubai, United Arab Emirates.                
(Intertek, Caleb Brett, Moody International & INSPEC)

Intertek Group plc is a multinational inspection, product testing and certification Company headquartered in London, United Kingdom listed in London Stock Exchange. For more than 130 years, Intertek is an industry leader with more than 40,000 employees in 1000 locations in over 100 countries including Americas, EU, Asia and Australia.

Intertek MENA delivers a broad range of Assurance, Testing, Inspection and Certification solutions all over Middle East and North Africa (MENA) region, coordinated through regional headquarters at Dubai, UAE. 
Regional Benefits Specialist –Payroll Operations MENA Region                                                       May 2014 to Dec 2014  
Played a stellar role and performed the best HRIS, payroll & benefits practices that support and influence Human Capital to effectively deliver their inputs; focus on continuous improvement across shared service operations in partner with HRBPs of MENA to facilitate company objectives.
· Managed and led the monthly payroll of UAE, Middle East and North Africa region and special projects from Dubai Office as being a payroll lead of HR Shared Services; Processed payroll in other currencies and special projects in $USD in accordance with FSA/Job contracts agreed on & respective country Labor laws; accounted and administered pensions, social security/ GOSI for nationals from Middle East countries.
· Submitted various MIS reports to assist and guide Regional HRBP and other stake holders through compensation decisions during manpower budgeting, mobilization, contract renewals and annual performance based salary increases for both contract and FTEs as well as developing market compatible staff benefits policies.
· Managed the HRIS of MENA with creating employment profiles, changes administration such as employee profiles, bank accounts, revisions, position and title change; mobilization and redundancy.
· Accounted OT hours, quarterly Incentives and other payments for the Gulf region and processed accordingly.
· Prepared termination pay and redundancy sheets for MENA region in accordance with the applicable laws.
· Worked closely with the HRBP for the development of the wider HR & Payroll strategy and other managers to ensure cohesive and coordinated services across the MENA region.

· Participated along with the HRBP for the developments of policy and procedures; ensuring that significant changes are communicated to the local HR teams; provided administrative support; managed ER/IR (where appropriate) issues of GCC countries.
Accomplishments:

· Recognized for successfully centralizing a streamlined MENA region payroll, payable in multiple currencies and the social security pay of GCC nationals, operated from MENA regional HQ at Dubai.
· Successfully mobilized over 100+ personnel to the special projects in MENA region whilst arranging all required amenities and benefits.
· Worked alongside program consultants to incorporate changes and improved performance of HRIS.
Royal Group holding                                                       

Abu Dhabi, United Arab Emirates.      

Royal Group is a conglomerate of over 100+ large and medium sized companies from different sectors as media, trade, financing, real estate, manufacturing, construction, information technology, education, entertainment, healthcare, hospitality, retail and robotics. Royal Group currently employs over 28000 people hailing from over 90 countries with a wide variety of cultures and has its headquarters in the capital of the UAE, Abu Dhabi.

Sr. HRMS Officer – Payroll & Benefits Administration                                                                   October 2011 - April 2014                                                                                                                                        
Worked at HQ of RG Holding and engaged to support the Manager–C&B of shared services for implementing the various processes into right ways based on headquarters practices, local requirement/market standards and external consultants’ inputs in line with the overall organizational objectives. 
Key Responsibilities: 

· Managed and administered a monthly, bi-weekly, out of cycle payrolls from start to end and maintained HRIS/employee database using Oracle HRMS ERP with super user rights. 
· Provided support to management of subsidiary companies in implementing best practices, statutory requirements and market standards in line with organizational objectives.
· Controlled, supervised and coordinated processing of centralized Payroll for 7 subsidiary companies and HQ whilst withholding taxes to various tax authorities including US for tax reporting; (UAE, MENA and US payrolls; direct to bank payments with multiple currency formats, for average 3000+ employees, which include US payroll and its tax reporting, 401K plan payment, IRS audit, W2/W2c documentation. etc.
· Accounted payroll taxes, withhold taxes, remittances, accounting and year end requirements communicated to various stake holders.

· Controlled and monitored employee records and payroll adjustments; set up new starters profile and maintain employee records including salary grid changes, payroll transfers, increments, re-classifications, and changes in account info.
· Liaised with concerned departments of subsidiaries regarding payroll preferences, reimbursements, recoveries and endorsements on a timely basis to manage workflow.

· Ensured all payroll transactions are processed accurately; reconciled payroll elements, GL accounts and processed US 401k accounts.
· Supervised and validated the time and attendance; processed OT payments and penalty rates, annual Leave due payments, reimbursements, site / house / schooling / air fare allowances, recoveries and other inputs and calculations.

· Handled employee termination pay/redundancy and end of services benefits and high volume of payroll related queries and grievances in a fair and respectful manner. 
· Generated journal voucher (JV) report & prepare payroll JV for recording costs; and posting monthly payroll JV for country wise.
· Responsible for periodical audit of personnel information & assignment details in Oracle E-Business Suite and generating the highest level of confidential and ad-hoc reports to management.
· Corroborated with HR for employee self-service requests (ESS) in HRIS especially payroll part.

· Partnered with technical team in identifying system enhancements; UAT (User Acceptance testing) in test instances and adapting to new system solutions on an on-going basis.
· Performed HRIS Auditing for sub groups in assisting and validating payroll reports and live reporting mechanism.
· Actively involved in analyzing and reviewing compensation surveys and benchmarking sessions spreads across positions; participated in designing and administration of short term incentives, recognition and bonus programs.

· Served as liaison for group subsidiaries and facilitate health and life insurance plans which involved co-ordinate with providers for preparing tailor made insurance contracts, quotations, policy enrollment until policy initialization as well as scheduling premium payments.
Accomplishments:

· Successfully handled A to Z functions from employee insurance policy enrolment phase till policy initialization for group companies; assisted the head of rewards to gain significant savings and improve the policy benefits of employee health & life insurance through success in negotiating with 0% increase in the premium for the year 2013-2014.

· Achieved control over accuracy in handling insurance policy, contract management & service level agreement.

· Worked on an open channel using Qlik view enabling subsidiaries to share, distribute and access information of monetary and non-monetary benefits to the corporate office.
· Configured mass uploading templates using Data Load for supporting staff to compile, upload and present it on Oracle HRMS which saved about 70% of time compared to Oracle batch processing.
· Ran a workshop for the delegates of subsidiaries on the topic of ‘Oracle best payroll practices’.

· Participated in job evaluation, salary surveying and benchmarking of positions for over 50 categories from 2011 – 2013.
· Conducted and organized Oracle HRIS employee auditing of 13 subsidiary companies in 2013 – 2014.
Cosmoplast Industrial Co.  
Dubai, United Arab Emirates  
Cosmoplast is a largest plastic manufacturer in UAE, incorporated in Cyprus, EU, is a market leader in pipeline systems, outdoor recreation facilities, household plastic and thermoformed disposable industries, providing a wide array of products for more than 48 years. The company’s headquarters is located in Dubai UAE, where it was founded in 1970. Cosmoplast has presence in GCC, US, EU and CIS Countries.

HRIS & Payroll Officer








             Feb 2009 – Sep 2011
Key Responsibilities: 

Functioned as a HRIS & Payroll Officer and worked closely with the HR Manager to effective execution of payroll policies & practices in line with standard operating procedures, ensuring implementation with strict compliance.

· Managed HR ERP information system; maintained personnel administration in HRIS, updated employment & personnel contact details, leave records & attendance, employment contracts, role and profiles, update health insurance details and payments; time and labor administration.
· Handled entire payroll process, including reviewing times, update employment contracts, salary changes, transfers, allowances, deductions and overtime calculations; request for HRA, salary advances and business /travel expenses advance and refunds.  
· Responsible for processing EOSB, clearances and obtaining approvals and timely pay out. 
· Instrumental in processing monthly salary processes, and coordinated salary disbursal with banks.

Accomplishments:

· Assisted with the HR department for opening bank accounts for blue-collar workers to comply with the central bank mandate and to bring workers’ compensation program into full compliance.
· Process expert for payroll module, implemented various methodologies in configuration and customization for payroll reports, leave and EOS settlements, compensation & payroll.

· Played integral role in launch of payroll helpdesk, addressing employee enquiries effectively.
National Institute of Management (NIM) 
Mumbai, India.








                             

NIM is the first ISO 9001-2000 certified national b-schools and education providers in India, offering programs which shall enable the students to acquire world class management qualifications. It offers wide range of university courses including faculty of science, engineering and management.

Payroll Administrator 







                             Feb 2008 – Jan 2009 
Key Responsibilities: 

· Worked with HR Manager to administer payroll process, attendance and reward strategies.
· Managed employees’ personnel files, and handled employee welfare and relations.
· Administered statutory employee benefits and maintained good relations with federal and external organizations.
· Administered leave pay, comprising of application approvals, calculation of accruals, usages-balances and reporting.
Accomplishments:
· Improvised a scheme for staff incentives, became a reason for increased sales productivity up to 12% in particular quarter.  
· Initiated a discussion window for staff in ESS to consult and inquire pay-related queries without visiting payroll offices.
	Education, Certification, Training & Professional Affiliation


· Master of Business Administration; Mahatma Gandhi University, India, 2007.
· Bachelor of Commerce; Accounting and Taxation, Calicut University, India, 2004.
· Diploma in Information System Management.

· Diploma in Computer Financial Accounting.
	ADDITIONAL QUALIFICATIONS


· 10665NAT Certificate IV in Payroll Administration by Australian Payroll Institute 
· Certification in Compensation and Benefits Manager (CCBM) from CAMI, USA.
· Certification in Human Factors for Administration by Etihad Airways, Abu Dhabi.
· Certification in Payroll Practices (CPP), Leads Institute, Dubai, UAE.
· Certification in Code of Conducts &amp; Work Ethics by Mubadala, Government of Abu Dhabi.

· Certification in SAP HCM ECC 6.0 by ACTIVET (Abu Dhabi Center for Technical and Vocational Education and Training).
· Certified End User of Oracle ERP HRMS Business Suite R12.
COMPUTER SKILLS

· Well versed with Microsoft office suite of products (Word, Excel and PowerPoint, Visio) and Internet Applications.
· HRIS/HRMS/HCM ERPs: Oracle HRMS R12, SAP HCM ECC 6.0, Microsoft Dynamics AX, Corebiz HRIS.

· BI Tools such as Oracle Hyperion Financial Management/EPM, SAP BI Reporting, Oracle Smart View for Office, Oracle discoverer, Qlik Sense/View, Citrix Netscaler Management, IBM Cognos BI.
EXTRAMURAL ENGAGEMENTS

· Social service.
· Volunteering (have volunteered for FIFA Club World 2017 & Special Olympics MENA-XII 2017).
· Sports.
REFERENCES SHALL BE FURNISHED UPON REQUEST
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