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: bincy.371680@2freemail.com 


ADMIN & ACCOUNTS MANAGEMENT PROFESSIONAL

Human Resource / Payroll Administration


A dedicated professional with proficiency in mastering HR situations; highly knowledgeable in a wide variety of HR disciplines and an expert at implementing employee welfare policies
PROFILE SUMMARY

· Nearly 5 years of comprehensive experience in the arena of:
Human Resource Management

General Administration

Performance Management
Payroll administration


Employee Relations


Reporting

Training & Development


Induction & On-boarding 

Liaison & Coordination
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Skilled in overseeing smooth implementation of HR policies involving manpower planning, recruitment, selection, induction & on-boarding, training & development, employee grievance resolution, talent development, retention of employees and employee mobility.
· Demonstrated acumen in managing the payroll processing function while designing, implementing and administering payroll policies & procedures to ensure accurate and timely compliance with statutory obligations.
· Proficiency in developing & maintaining documentation & controls for all payroll related activities; serving as the main contact for all payroll related issues.
· Experience in carrying out corporate administrative activities, entailing personnel management, policy implementation and facility management across assignments.
· Expertise in maintaining healthy employee relations and handling employee grievances, thereby creating an amicable & transparent environment.
· Competent in monitoring the performance of multi-skilled workforce and conceptualizing need-based training programs for their overall career development.
· Team-based management style coupled with the zeal to drive visions into reality
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ORGANIZATIONAL EXPERIENCE
March '14 – Aug ‘16with Oil Tech, Oil & Gas Services as Administration Assistant
Key Result Areas:
· Preparing Offer Letter for new staff 

· Preparing Payroll for staff.

· Utilizing Petty cash and submitting expense sheet to accounts.

· Preparing and submitting Accident Intimation Report to Insurance company for workmen Compensation

· Preparation of annual leave settlement

· Receiving application from various Departments and arranging it as per leave date

· Preparing and compute settlement due to the staff before their leave.

· Follow-up with accounts regarding the settlement of the staff.


· Collecting Passport and entering leave return in the ERP and sending them to concerned site, once they come back from their leave

· Entering Timesheet into ERP.

· Preparation of final settlement

· Once the Resignation is received, submitting the resignation to the Admin. Manager for CEO approval.

· Prepares/Compute the final settlement.

· Allocation of employees in various sites as per requirement

· Arranging documents for Visa Application

· Input details of staff to ERP and assign new Employee ID no.

· Arrange schedule of staff due for Medical and informing the Department Head

· Prepare documents needed for applying for Emirates ID (i.e. submission to typing office and Emirates ID office for the schedule of finger printing)

· Submit Passport, Medical Report and copy of Emirates ID documents for visa stamping.

· Assisting QA/QC for Internal and External ISO Auditing.
· Preparing documents for OPTIMA applications.
PREVIOUS EXPERIENCE
Feb’11 – Feb’13 with London American City College, Ras-Al-Khaimah as Accounts & Administration Assistant                                          
Aug’09 – Jan’11 with Symbiosis Networks., Bangalore as Junior Resource Executive                        
EDUCATION
2009


MBA (Human Resources & Finance) from Bharathiar University
2007


BA Liiterature, from Mahatma Gandhi University
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IT Skills: 
· Well versed with Operating System (Windows 7 & 8), MS Office (2007, 2010 & 2013) and Internet Applications
PERSONAL DETAILS
Date of Birth:


23rd March 1986
Languages Known:

English, Hindi, Malayalam 
Nationality:


Indian
Marital Status:


Married


Visa Status:


Residence Visa

Driving License Details:
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