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Career Objective
Team-oriented Payroll Accountant adept at creating clear and comprehensive financial reports detailing payroll activity while efficiently managing all payroll tasks. Focused on honoring company ethics and preserving confidentiality. Committed professional keen to be part of a highly productive and growing team.


Synopsis
· Well trained Professional with more than 10 years’ experience in Payroll (WPS) AR/AP/HR and Bank reconciliation.
· ERP knowledge.
· MBA (Finance & Accounts) Qualified.
 
· High level analytical aptitude & good team player.                    
· Hard working, punctual and dedication towards work.
· Employee of the Year 2015
· Employee of the month for January 2016 & November 2013.
Professional Experience:
Al Mariah United Group (Abu Dhabi, UAE)

January 2013 till Date

Job Description:

Senior Payroll Accountant

· Responsible for Payroll of 1,000 plus employees and entry to ensure accurate and timely monthly processing of remuneration payments to employees using Wages Protection System (WPS).
· Apply for the Ratibi (salary) cards for newly hired staff and assist in opening bank accounts.
· Maintain the integrity and confidentiality of employee’s files in HRMS and in the personal file folder and update changes to any employee compensation details or employee records.
· Monthly staff ledger deductions from staff salaries.
· Handling internal and external audit.

· Calculation of working hours for staff using biometric attendance system

· Updating in system transfer of employees (work site) as per project requirement

· Calculation of Leave & Final Settlements for the employees going on vacation or resigning / being terminated 
· Counseling of staff and recommendations to HR Manager for disciplinary actions
· Local staff Pension Fund Preparation.
· Tracking absconded/six months over exit employees.
· Management of employees benefits as per U.A.E. Labor Law.
· Annual manpower budgeting.
· Assisting in the HR audit and salary review process.
· Employees grading system development.
· Standardization of employee’s remuneration as per competency, experience, qualification and performance

· Assist HR Manager in managing annual / bi-annual appraisals of employees
· Ensure all aspects of compensation and benefits are managed within given deadlines

· Coordinate systematically with all internal finance team members for successful Completion of payroll Activities.

· Preparation of monthly Leave & Indemnity Provisions Reports
· Coordinating with bank for any fund return and resolving the issue to pay the employees on time
· Resolving payroll-related queries from employees.
· Preparation of various payroll related reports for managers.
Al Emaratya Cont. LLC (UAE)
Jan 2008 - December 2012  
Job Description:
Payroll Accountant
· Responsible for Payroll of 500 employees and entry to ensure accurate and timely monthly processing of remuneration payments to employees using Wages Protection System (WPS).
· Assist in opening bank accounts of new staff.
· Maintain the integrity and confidentiality of employee’s files in HRMS and in the personal file folder and update changes to any employee compensation details or employee records.
· Monthly staff ledger deductions.
· Handling internal and external audit.

· Calculation of working hour & overtime of staff/labors.
· Updating in system transfer of employees (work site) as per project requirement

· Calculation of Leave & Final Settlements as per UAE labor law.
· Local staff Pension Fund Preparation.
· Assisting in the HR audit and salary review process.
· Standardization of employee’s remuneration as per competency, experience, qualification and performance

· Assist HR Manager in managing annual / bi-annual appraisals of employees
· Ensure all aspects of compensation and benefits are managed within given deadlines

· Coordinate systematically with all internal finance team members for successful Completion of payroll Activities.

· Preparation of monthly Leave & Indemnity Provisions Reports.
· Resolving payroll-related queries from employees.
Dost Foundation (Pakistan)
January 2006- December 2007 
Assistant Accountant
· Maintaining cash register.
· Monitoring monthly receivables.
· Monitoring monthly payables.
· Recording daily transactions & making journal vouchers.
· Responsible for payroll of employees.
· Bank reconciliation.
· Preparation of projects expense sheet.
· Proper filling of documents.
Qualification


MBA (Finance & Accounting)
CGPA=3.6 (1st Division)

Skills
· MS Office 
· ERP Knowledge

· Ezware Software 7.86 Version
· FOCUS software 6.0 version

· QuickBooks knowledge
· Peachtree Accounting Knowledge

Interests


Cricket & Net Surfing 

Personal Information 
· Languages
known



English, Urdu & Arabic
· Marital status



Married
· D.O. B




27/06/1978
· Nationality




Pakistani

· Visa Status



Transferable




References
Available upon request.
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