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RONY
RONY.365384@2freemail.com 

Seeking career with an organisation which utilises my skills and experience as well as ensure career growth.
Skills
HR Operations & HR Services transitions

HR Policies & Process Improvements




Employee Data Management

 
Project Management
EDM & Payroll Administration - GCC, ASEAN, India

Service & Team Management
SAP HR products
Quality Control & Report Analysis
MS office (Word, Excel, PowerPoint, Visio, Outlook)
Career Synopsis

Siemens Llc
Designation: HR Specialist 



Sep 2015 to till date
· Responsible for Transition and Steady state operations of HR processes for multiple countries in MEA.
· Currently managing the payrolls for UAE, Oman, Bahrain, Qatar and Iraq
· Responsible for Monitoring and maintain the payments and deductions for the employees

· Coordinating with HR partners in various locations and departments
· Work closely with all divisions and departments in a consultancy role, assisting managers and employees in understanding and implementing HR projects and policies.
· Providing guidelines and support to operations and helpdesk team

· Head count Budgeting & assessing the Manpower requirement of all functions with the Functional Heads. Projecting Manpower requirement based on discussion with Functional Managers (Monthly, Quarterly & Yearly)

· Responsible for salary processing (Centralized) for 3000 employees till final disbursement into their bank accounts. It involves coordinating with local HR partners, Finance team, Visa team and Bank for smooth salary transfers.
· Coordinate and report recruitment and onboarding status against the approved HR budget to the Division General Manager and the Group Recruitment Manager on a monthly basis and coordinate with the HR team to close any gaps through internal / external recruitment
· Circulating monthly payroll schedules to line partners

· Managing MIS, On-boarding and EDM team responsible for analytics & reporting, on boarding new hires, and maintaining data in SAP HR

· Prepare and analyse reports that are necessary to carry out the functions of the department and company. Prepare periodic reports for management, as necessary or requested
· Work closely with the PRO to ensure that all government relations processes are implemented in a cost-effective and timely manner
· Work closely with the Project Management Team to ensure that all HR processes are implemented in a cost-effective and timely manner with related to Siemens Bundling projects.
Siemens Technology Services Pvt Ltd
Designation: HR Specialist 



Feb 2011 to Aug 2015
· Performance Management System - Responsible for Transition and Steady state operations of HR processes for multiple locations in India.
· Supported multi-country transitions from ASEAN region as HR Process SME.

· Supported in stabilising Employee Data Management process for UK HR Operations.
· Employee Relation and Welfare - To redress the employee problem through 3 Tier Service Delivery Model from Global HR Delivery Centre.
· Payroll Administration - Responsible for monthly salary processing (Centralized) for all employees till final disbursement into their bank accounts. It involves coordinating with local RDC, finance team, and bank for smooth salary transfers.
· MIS, On-boarding & Employee Data Management (EDM) - Managing MIS, On-boarding and EDM team responsible for analytics & reporting, on boarding new hires, and maintaining data in SAP HR
· Prepare and analyse reports that are necessary to carry out the functions of the department and company. Prepare periodic reports for management, as necessary or requested.

· Record Management - Proper creation and maintenance of employee personal file & incorporation of complete individual data in HR system like Payroll, Personnel Administration, Time and Leave Management.

· AskHR - Managing HR Contact Centre for Siemens India group, providing support to employees through Ask HR
· Process Flows and documentation - Engage with the client and understand the context in order to develop a customized solution and create solutions, workflows, SOPs and other documents 

· Employee Taxation - Handling the Employee processes related to Taxation, Investment proofs – declaration of provisional investments, Proof submissions coordinating with the Tax team
· HR and Salary Audits - Coordinating with the external auditors for HR audit related to salary, statutory compliances, evaluation etc. 

· Pay Changes - Ensuring smooth and accurate implementation of increments, promotions, and benefit changes on salaries.

· Confirmation & Contract Extension - Preparation of confirmation report on monthly basis, aligned with the business
· Off Boarding for separated employee’s - Ensure completion of all exit formalities till employee’s full and final. It includes ensuring clearance from all concerned departments, email id deletion, conducting exit interview, issuing relieving letter and preparing his final settlement.   
Infosys Ltd 
Designation: Process Executive



Dec 2006 to Feb 2011
· Worked as an HR shared services executive.

· Supporting in CV shortlisting, Employee screening

· Employee Background Verification and Personal File Management

· Handling Employee Data Management (Hiring till Separation)

· Preparing Monthly reports and supporting the HR Business partners

· Handling employee’s quires third party vendors

· Designed the process flows and SOP documentation for Employee Taxation, HR Helpdesk, EDM and MIS.
Education Details
· Higher Secondary Education from Kerala Education Board in 1999

· Bachelor of Arts from University of Calicut in 2003

· Diploma in Hotel Management from Kerala Technical Education (FCI) in 2005

· Bachelor of Commerce from Techno Global University in 2012
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