Vincent
Vincent.352512@2freemail.com  
HR Coordinator/Business Support
summary
A multi-skilled professional with good all-round HR advisory skills. Experienced in providing timely and up to date HR advice to both managers and employees whilst at the same time ensuring both the employee and employers interests are best represented. Extensive knowledge of working practices, medical insurance final settlement and payroll processing. Now seeking a suitable Human Resources Coordinator position with an ambitious company. 

Experience
July 2009 – April 2016
Tourism Development & Investment Company  – Abu Dhabi, U.A.E

HR Department
Job Profile:   Rewards Coordinator
· Employee Relation: Assisting employees with all rewards/benefits queries on a day to day basis.  

· Final Settlements: Termination of employees from the TDIC Oracle-HRMS system. Calculation and payment of Final settlement including booking of Repatriation tickets of employees. Dealing with redundancies and resignations. Assisting employees with all repatriation benefits queries on a day to day basis.  
· Payroll: As part of the payroll team I assist with the payroll process to ensure payroll is in line with the company policies and completed on time. Calculate earnings from time and production records, determine withholding and deductions, and prepare payroll checks and general accounting reports. Review changes to the basic payroll file and process corrections.

· Handling day-to-day office administration functions
Previous positions & Job Profile:         HR Administrator – HR Systems
Medical Insurance: 

· Assisting the Commercial team for the placement of the medical insurance policy and life insurance coverage. General administration of the medical insurance policy on a daily basis.
· Coordination between broker and insurer to help employees during emergency situations.

· Reconciliation of the census list and payment of invoices in a timely manner.

Day to day Administration:

· HR Archives: Producing a productive and efficient file management system for the maintenance
of the records room in alphabetical order to accurately reflect current and resigned/terminated employees’ files.  
· Ensure sufficient stationary is available for the use of the Department.
May 2007 – July 2009

National Corporation for Tourism & Hotels – Abu Dhabi, U.A.E
· Messenger: Employed as a Messenger at Abu Dhabi Marine Operating Co. (ADMA-OPCO) I was responsible for sorting and accurate distribution of invoices to various departments in the company.
August 1994 – October 2005

Saudi Catering & Contracting Company – Saudi Arabia

· Office Administrator: My duties consisted of correspondence to British Aerospace Company as well as Saudi Catering H.O in Al Khobar. I was also in charge of staff payroll along with the day to day correspondence of the location.
· Supervisor: Worked as Villa Service Supervisor during the leave absence of the supervisor. During my tenure as a supervisor I was in charge of the entire villa service staff along with the day to day running of the location
ACADEMIC QUALIFICATIONS
· 1987 – High School, Mumbai, India

KEY SKILLS & COMPETENCIES
· Proficiency in Microsoft Office (Word, Excel, PowerPoint, & Outlook)

· Assisted Payroll team with implementation of Oracle Human Resources Management System (HRMS).

· Experience in handling spread sheet, Schedules, involved with Business Operations on a Day-to-day basis; Filing; Multitasking;
· Planning 

· Decision making 

· Communication
HIGHLIGHTS
· Spot recognition award from ADMA-OPCO on 8th Feb 2009 for initiative and contribution in Payroll Document Archiving while working at ADMA-OPCO through National Corporation for Tourism & Hotels, Abu Dhabi.

· Spot recognition award from ADMA-OPCO on 5th Oct 2008 for initiative and contribution in E-Archiving while working at ADMA-OPCO through National Corporation for Tourism & Hotels, Abu Dhabi.
PERSONAL DETAILS
· Date of birth: 2nd January 1971

· Nationality: Indian

· Marital Status: Single
· Current Residence: Brahmavar, Karnataka, India
References – Available on request
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