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Objective

To seek a suitable job in an esteemed organization, where I can do my level best to meet the expectations of the organization by making optimum use of my experience, skills & abilities.
Professional Experience 

Total 7 + Years’ Experience:
1.5 Years in India 
6.5 Years in UAE
	Organization
	: 
	CHHATARIYA RUBBER & CHEMICAL INDUSTRIES, Gujarat, India 

	Company Profile
	: 
	An ISO: 9001-2000 Company manufacturing firefighting ISI marks Hose Pipe of different type as per Customer requirement. Total turnover of this group is about 50 million. 

	Period 



	:
	Jan 06 to May 07.


	Designation
	:
	Asst. Accountant.


Job Responsibilities: -

· Handling Sales & Purchase register.
· Maintaining production & clearance report.

· Preparing of Bank & Cash voucher.

· Preparing salaries & overtime on monthly basis.
· Maintaining Excise work, TDS work Service Tax work & sales tax work.

· Reconciliation of Bank statements.
· Handling customer’s ledger under -Tally 7.2.
	Organization
	: 
	Bilal General Transport LLC (Dubai, UAE) 

	Company Profile
	: 
	· Transport & supply of Rock, sand & Aggregate.
· Transport & supply of Cement.

· Carrying out of Excavation & earth Moving projects.

· Hire of earth moving & other heavy Equipments.

	Period 



	:
	June 2007 – Till date

	Designation
	:
	Compensation & Benefit Manager 


Job Responsibilities: -

· Coordination and management of entire payroll function.

· Manage and supervise direct reports within the Payroll Team.

· Assist with administering payrolls (month end consolidation and processing support as required).

· Checking and auditing of all payroll process in an accurate, complain and timely manner. 

· Complete processing & computation of monthly salary & trip/overtime allowances for around 1500+ employees thru WPS system of group.
· Preparation and reconciliation of monthly General Ledger wages journals.

· Preparation and reconciliation of payment summaries.

· Verifying settlement sheet for payments of salaries & other benefits for employees going on leave or leaving the company. (resignation/retirement/redundancy)
· Verifying balance dues payment when employees return from their annual or emergency leave.

· Prepare relevant weekly, monthly, quarterly and year –end reports.

· Monitor the accurate processing of staff appointments, transfers, promotion and terminations.

· Review and improve payroll policies and procedures.

· Ensure all payroll information and records are maintained in accordance with statutory requirements.

· Pages- customized ERP solution used by the company.

· Working on Insurance related activities for employees- arranging for their Health/Medical cards by getting them covered as soon as they join, processing of their claims & following them up.

· Passing Journal voucher and arranging payments of insurance invoices. 

· Arranging for the opening of Bank accounts for employees joining the company

· Assisting the Senior Accountant / Chief Accountant during the quarterly audit as well as Year End audit as and when required.

· Preparing MIS reports related to Payroll as and when required by the Management.

Additional Job Responsibilities when it requires: -

· Prepare the notice of Advertisement for vacant positions.

· Schedule and organize interviews for the shortlisted candidate.

· Conduct reference checks on possible candidates.

· Inform successful applicant

· Prepare the Offer Letter

· Collect the required document in order to process the Employment Visa.

· Coordinate for the follow up of Visa Application for the New Employee.

· Prepare, develop and implement procedures and policies for new staff.

· Introduce the New Employee to everybody.

· Ensure that accurate job descriptions are in place.

· Provide advice and assistance when conducting staff performance evaluations quarterly.

· Identify training and development opportunities.

· Provide the counseling to staff that have performance related.

· Monitoring the Daily Attendance

· Investigate and understanding causes for staff absences.

· Provide the advice and recommendation on disciplinary actions.

· Monitoring scheduled absences such as holidays or travel.

· Monitoring the Expiration of document of all Employees such as visa, passport, insurance, cert & license.

Educational Qualification
Complete HSC with 63%.

Diploma in Management (Specialization with Human Resource Management)
Additional achievement 

Valid UAE light Vehicle driving license-valid till 2018.

References

Provided on request
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