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CAREER OBJECTIVE: Seeking career in Payroll /Finance with professional, growth oriented organizations where experience and competencies can strengthen organizational capabilities for achieving corporate objectives.

EDUCATIONAL QUALIFICATIONS:

Bachelor of Commerce
Senior secondary school leaving certificate 
Secondary school leaving certificate
OTHER SKILLS

D.C.A (Diploma in Computer Application):  From MCC Software Development & Training Pvt. 

                                                           . Ltd. (Ms Office, Internet applications, etc.)
Certified Course Basic First Aid Training (Gulf Technical and Safety Training Centre, Abu Dhabi)

Certified Course Fire Warden Training (Gulf Technical and Safety Training Centre, Abu Dhabi)
Tally 7.2 (Accounting Software): From Tally Solutions Pvt. Ltd (Creators of Tally).
Work Experience Details
(1) Organization: Technip France Abu Dhabi, United Arab Emirates

        Designation    : Payroll Officer
        Reporting to   :  HR Support Service Manager 
        Period             : 11 May 2010 – till this date 

        Location         : Abu Dhabi (United Arab Emirates)
Job Responsibilities:

· Handling overall pay-roll of 1000 employees independently. 
· Good exposure in payroll end to end process.

· Processing payment through banks for local transfer and international transfer through exchange house.
· Payroll processing in multiple currencies into various countries including Middle East.
· Aware of taxes and salary posting in Middle east regions. 
· Good knowledge in UAE Labor laws and regulations. 
· Updating and maintaining payroll records.

· Coordinating with different sections in HR Dept. and Finance Dept. for payroll activities.

· Employee’s standard rate calculations.
· Calculating and processing different salary uplift for those who assigned in offshore and onshore activities.

· Receive and process staff expense claims.
· Provide ad-hoc reports to the management as requested.

· Processing salary increases and calculation of back pays.

· Reconciling payroll reports with GL accounts.

· Provides payroll information by answering queries and requests.

· Maintains employee confidence and protects payroll operations by keeping information confidential.

· Preparation and submission of monthly headcount report to the group.

· Calculating and processing End of Service benefits of those who completed the assignment, resigned and terminated.         

· Coordinating Internal/external audits.

· HAAD insurance enrollment activities.

· Assisting in rotational leave and ticket management for employees.

· Amendments in employment agreements.

· Providing the leave and ticket accrual reports the budget control teams monthly. 

· Coordination with the money exchange for external payment.  
Contributions:

· Played key role in implementing new payroll software.

· Played key role in updating the payroll procedures and over time calculations.

· I have solely prepared and executed a procedure for employee’s standard rate calculation.

· Played key role in implementing software for employee standard rate calculation.

· Take initiative and coordinate with IT Dept. to solve the issues of time sheets and expense claims related with new joiners.

· Suggested and implemented year ahead deadlines and schedules for the salary processing of each month.

(2)  Organization: Technip France Abu Dhabi, United Arab Emirates

        Designation   : Learning and Development Assistant

        Reporting to  :  Learning and Development Manager 

        Period             : 11 May 2008 – 10 May 2010

        Location         : Abu Dhabi (United Arab Emirates)
Job responsibility
· Introduce training for basic skills in the workplace.

· Support people learning basic skills in the work place.

· Prepare and develop resources to support learning.

· Create a climate that promotes learning.

· Prepare, update and maintain procedures and quality records related to learning
· Support division efforts to ensure entry and maintain of all learning and development data in Learning and Development Management System.
· Comply with corporate Quality standards as stipulated in the Quality Manual.
· Contact and arrange the training for employees.
 (3)   Organization: V.D kuriakose & co. Tax Consultants                                                  

          Duration       :   From 1st April 2006 to 25th October 2006
           Post
  :   Accountant
           Location        :   Kerala,India
        Job responsibility
· Experience in the areas of Finance, Accounts, Auditing.
· Preparation of Various Accounting Books. 
· Achieving financial discipline and enhancing the overall efficiency of the organization. 
· Possess excellent analytical, relationship management, team management and communication skills.

(4)  Organization:  Auto Spot Rent- a car, Round clock service
       Duration 
 :    1st November 2006 to 15thDecember 2007
       Post
  
 :    Accountant
       Location
 :    Mumbai, India
Accounting Works

· Maintenance of Day to Day Accounting Records in the Modern Computer Environment.
· Preparation of Final Accounts in Accordance with Accounting Standards.

· Maintenance of Stock Register

· Preparation of Invoices and ensure that invoiced items are dispatched to the concerned parties on time.

· Keep track of all the receivables on each day and make sure that all the due amounts are   received.

· Preparation of payroll.

· Payment of all expenses and allowances to staff members and against all utility bills of the branch.

· Responsibility over petty cash management.

· Preparations of sales reports on a daily basis and report it to the manager

· Various bank related activities

LANGUAGES KNOWN

Read, Write and Speak: English, Hindi, Malayalam 

