VEERA
 Veera.356147@2freemail.com
SUMMARY OF QUALIFICATION:
· Over 9.5 years work experience in UAE.
· Payroll operational functions
· HR & Administration

· Knowledge of standard payroll practices and procedures 
· Strong mathematical skills& problem solving
· Knowledge of UAE payroll laws and regulations.
· Communication & Interpersonal skills
· Familiar in all aspects of Accounting & Finance

· Can easily adapt to working environment.

· Able to handle multiple tasks and stay organized and hardworking.
· Oracle “JD Edwards Enterprises 9.1 Version Payroll System”
· Well versed Microsoft Office – Excel basics and MS Outlook
PROFESSIONAL EXPERIENCES:
Al Jaber Group of Companies – AJC

Payroll Officer (Main Office)

Mussafah, Abu Dhabi, UAE

September 2007 – Present
· Preparation of Leave & End of Service Benefits (EOSB) settlements of AJC group employees leave pay in advance, retroactive payments, overtime, salary adjustments and advance requests by using WPS system of the MOL.

· Processes leave salaries; leave encashment, salary settlement, after checking eligibility and process for timely payments.

· Responding to queries from employees regarding the salaries, leave salary, overtime, pay slips, gratuity accrued, leave, and other payroll related matters and provide solutions in a timely manner.
· Update salary change history in payroll system on a daily basis.

· checking net salary of more than 25,000 employees reflected in the Employee Pay Register which generated in Oracle JDE payroll system against time sheets from various business units

· Checks the details of employees accrued working hours accurately for basic working hours, overtime 1.25, 1.50, and 2.50 basis, production incentive work Incentive, absent hours, etc.

· Calculating and adjusting employee’s allowances who had been back from vacation leave and input certain codes into payroll system for the adjustments needed.

· Prepares Variable Allowance (addition nor deduction) from previous annual leave settlement and from those employees with salary issues requested per Company

· Verify employee’s sick leave eligibility in the system and ensures authenticity and validity of provided medical report.

· Process new hires, timesheet, terminations, and other deductions in payroll system

· Assists personnel, administration, etc. (e.g. payroll procedures, contract requirements, time sheets, wages paid, etc.) for the purpose of providing information and for resolving individual payroll issues, conveying information, etc.

· Researches discrepancies of payroll data (e.g. time sheets, leave time, unemployment eligibility, direct deposit requirements, salary schedule placement status, benefit eligibility, etc.) for the purpose of ensuring accuracy and adherence to procedures prior to processing.

· Preparation of JDE SQL Reports related to the Leave records and summary reports. 

· Processing monthly records and generating relevant reports & Verify entered data in the general ledger and correct the mistakes accordingly.

· Works closely with the Payroll Supervisor, Payroll Manager, HR and Finance and to assist internal and external auditors during audit process by providing documents, reports and other payroll-related items upon request.

· Assist with the month-end close process.

· Maintaining employees personal files and records, communicating HR policies & across the organization at all levels

· Ensuring payroll data accuracy and perform appropriate corrective actions to resolve identified inconsistencies, errors or other problems.

      HR department 
AJC Corporation Human Resources Dep
Worked as Payroll Clerk November 2009 – February 2011
· Preparation and verification of employee’s attendance from attendance recording system and Updation in the payroll system.
· Keep tracking of employees leaves such as Annual leave, Sick leave, Accident leaves, Personal leaves, Vacations, etc… 

· Responsible for maintaining organized time card and time sheet files. Perform monthly payroll-related audits.
· Handling staff queries regarding payroll and HR.
· Maintains payroll information by collecting, calculating, and entering data.
· Updates payroll records by entering changes in exemptions, Payroll deductions, savings deductions, and job title and department/division transfers.
· Resolves payroll discrepancies by collecting and analyzing information.
· Assisting the Auditor in conduct of year-end. 
· Provides payroll information by answering questions and requests.
· Verify attendance, hours worked, and pay adjustments, and post information onto designated records.
· Distribute cheques to employees.
HR & Admin Department                                                                                                                                                         AJC Group HR Department

Worked as Admin & HR assistant September 2007- October 2009
· Preparation of commencement forms for newly arrived employees.
· Coordinating with PRO and Concern BU for their medical formalities

· Arranging time sheets as per BU time and attendance report.   

· Receiving complaints and queries from the employees and reporting to the HR manager.

· Solving internal problems by getting advice from the staff

· Supports HR Assistant in reviewing time cards for accuracy, acts as backup to the HR for payroll entry, and provides other assistance to HR as needed
· Other duties as assigned.
Education & Trainings

· Certificate of Post graduate Diploma in computer Applications (P.G. D.C.A)
· Intermediate course + 2 ( CEC) Civic Economic & Commerce 
· Secondary School Certificate (S.S.C.) from the board of public Examination, Andra Pradesh, India.
· Al Jaber Group Certificate MS POWERPOINT & MS EXCEL BASIC training attendance certificate (attached herewith)

Languages known:
· Language Known

: 
English, Arabic & Hindi, Telugu, Tamil

Personal Details:

Date of Birth
:  20/06/1986
Nationality              :  Indian

Marital Status         :  Married

Visa Status             :  Employment Visa (Transferable)

Religion                  :  Hindu 
Passport Details: 

Date of Issue       :  30/01/2017

Place of Issue     :  ABU DHABI 

Date of Expiry     :  29/01/2027

Nationality           :  INDIAN

Declaration:

 I hereby declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above – mentioned particulars.








                 Yours Truly

Place: Abu Dhabi, UAE.



       
