JALEEL
JALEEL.352271@2freemail.com 
 
Well trained, qualified and experienced Payroll HR professional with 10 years of progressive achievement. Successful career record of achieving goals within set parameters of performance as well as delivering service up to maximum client satisfaction. Dedicated & committed by personality with excellent problem solving, analytical, co-ordination, communication and management Proficiency Skills.
                                                             EXPERIENCE CHRONICLE



Profile: 

Payroll Account & Account professional offering versatile payroll and Account service. Proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.
· Working as “Payroll Supervisor” at NES Global Talent, contractor for Providing technical and engineering experts to Major Oil and Gas Companies like British Petroleum, Baker Hughes, Exxon Mobile, Expro, Shell, Adnoc, Adgas, Basra Gas Company, Repsol etc.,

· Work experience of Microsoft Navision and knowledge of Bullhorn and Field glass system, cost point, Cognos. 

Payroll - Processing the timesheets of the contractors working for different companies, paying them on timely basis thru WPS (Wage Protection System) & Direct Bank account.
· To co-ordinate with Recruiters & assign support team to get the contractor information, bank information and other day today issues.

· Handling pays queries of the contractors.

· Follow up with the bank for the bank related issues.

· Projecting / budgeting cash requirement for the each month payroll

· Coordination with tax consultant for the Iraq tax calculation and deduct the tax from the contractors

· Paying Social security tax and Income tax on time every month

· Organizing the different task to process the payroll on time and keep up with the month end deadline.

· Assisting financial team Qatar for month end closing  answering the COS queries

· Payment journal posting, assist finance department in bank reconciliation, reconciliation of contractor ledger, contractors advance account.

Invoicing

· Deliver the Invoice to the invoice team on timely manner as per client specification and requirements.

· Handing the rejection of Invoice if any with credit control team based in Dubai through credit rebilling the invoice through weekly meeting and discussion.

DYNCORP INTL FZ LLC, Dubai, US Defense Company since 1 March 2005 (global government service provider supporting worldwide military/ defense support/ aircraft maintenance etc as Time & Labor (Payroll) Supervisor (1 July 2009 – 28 August 2013)
Role:

· Supervising a team of 9 employees who process pay for more than 12,000 employees (US/ Local/ Foreign Nationals) pay related issues including weekly, bi weekly & Monthly payroll for different programs (GCC & Others) & paying them as per the FSA (Foreign Service Agreement) / Job contracts agreed on & respective country Labor laws.

· Systematic checking & approving HR documents in People soft. Follow ups on unapproved documents as per the policies & procedures.

· Expertise in TLS System (Time & Labor Systems) for working on employee Time Sheets. System used is Field Payroll System (FPS) for importing Time sheets & payroll processing. The final payroll Figures are uploading into Cost Point Systems.

· Expertise in accounting of charge code for different projects, checking on payment (Regular & Allowance) &   retro pay for salary modifications, Annual Leave, bonus calculation, final settlement etc.

· Co-ordination of calculation of AL, SL, tax & other deductions, insurance, out of cycle payments etc.

· Verification of the processed payroll data with the original documents (TS & Invoices billing) received from site; notifying the discrepancy to the sites & accounting the discrepancy in the next immediate payroll period.

· Approval of payroll vouchers after confirmation with the Database entries.

· Preparation of Bi-weekly & monthly payroll analysis.

· Trouble shoot & rectification of error after co-coordinating with Texas Office.

· Report submission to top management & Auditors (Internal/ SOX/ DCA).

· System Implementation & parallel testing for 3 – 6 months.

· Reporting to Sr. Payroll Manager & supervising the work of 9 Payroll Specialist for better performance and enhanced systems for higher performance of the team.

· Experienced in providing Payroll training. 
· Excellent leadership & interpersonal skills including ability to communicate effectively and with diplomacy.
· Travel frequent to Iraq for Trouble shoot and in replacements of Finance / payroll staffs.
· Knowledge of Federal accusation Regulations Act. 
Appointed as HR & Payroll Specialist (March 2005 – May 2006). Promoted to Sr. HR & Payroll Specialist (June 2006-June 2009). 
Role:
· Preparation of monthly salaries for the various assigned sites.

· Preparation of out of payroll salary adjustments/ leave salaries / full & final settlements of employees preceding on leave/ leaving the company, as per UAE labor law.

· Ensure Compliance with finance policies and procedures regarding payroll and benefits.

· Entering Salary information, employee details, benefits and other highly confidential information.

· Preparing cash in lieu of Airfare, Expenses & others.

· Floating, collection and verification of attendance sheets for monthly attendance.

· Ensure complete updating of personnel/payroll records in of FPS (Field Payroll System) after importing from People soft.

· Preparing and managing OT records & ensuring the payments are done as per the respective sites / locations policy.

· Monitoring Sick Leave use and Annual Leave use (adhere to UAE labor law)

· Receiving CV, Short Listing candidates & conducting interviews as per company policies.

ETA ASCON GROUP - Dubai, (Electro Mechanical, Shipping & construction Company as Accounts & Administration Officer (March 1995 – March 2005)

Role: Accounts & Administration Officer
Managed reporting functions for various Major projects which includes – Famous Prestigious 

· DUBAI INTERNET CITY, DUBAI MARINA, 

· GHANTOOT PALACE, 

· JEBEL ALI COOLING SYSTEMS, 

· EMIRATES TOWER project –Dubai , 

· DUBAI INT’L AIRPORT EXPANSION project – Dubai, 

· DEIRA CITY CENTRE – HOTEL APARTMENTS, (21ST CENTURY TOWERS-Dubai.

Preparing financial statements, Preparing account reports, tracking spending & cost variances for various projects. Staff related costs & labor related costs.

     ACADEMIC CREDENTIALS



· Master Degree in Human Resource – MBA.
· Specialized: Human resource. 

· Bachelor’s Degree in Commerce–B.Com 

· Specialized: Cost Accounting.

Technical Qualifications

· Diploma in Systems Management
· NIIT Bangalore, INDIA.

Skill
· Package:
Online Payroll Systems (FSI), Cost point, Cognos, People Soft, Microsoft Navision,
Bullhorn and Field glass system
· Database: SQL

· ERP (HR & Payroll): People soft, Time & Labor Systems (TLS), Online Payroll processing
· Accounting Packages:
 Tally
TRAININGS/SEMINARS ATTENDED



· Training & Seminars on Field Payroll System (FPS), Time & Labor Systems (TLS) & Cost Point
· Online training on Work Brain T & A systems.
· As a team lead for People soft training for testing the HR & Time & Labor Systems
                                                              PERSONAL DOSSIER

DOB                          :
27-Jul-1969
Languages

 :
English, Hindi, Tamil, Kannada and Malayalam
Nationality

 :
Indian
Location Preference
 :
United Arab Emirates
Driving License
 :
Holder of Valid UAE driving license with car
Visa Status               :           Visit visa
[image: image1.png]



