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ZEESHAN 
Email ID – zeeshan.375351@2freemail.com  
Professional Summary:
A professional having work experience with prestigious companies like Priti Constructions as a Payroll
Assistant and as a Payroll executive at Amit K Srivastava & Co as well as Mynd Solutions Pvt. Ltd. in India. A conscientious and hard working with extensive experience of payroll, tax issues and benefit plans. Preparing financial information such as payroll, bank advice and legal compliance that helps the decision-making of senior staff. Having a flexible and helpful attitude towards work and able to maintain accurate employee records and keep senior management informed about changes in tax and deduction laws that apply to the payroll process. I processed 1000 employees’ salary. Keen to find a challenging position within an ambitious company where I will be able to continue to increase my HR payroll experience & develop my abilities.
Educational Qualifications:
Bachelor of Commerce from Lucknow University 2012
	Professional Experience: Present
	

	Organization:Mynd Solutions Pvt. Ltd
	February 2016 – May 2017

	
	

	Designation: Payroll Executive
	

	Skills and Data Management
	


Complete work on payroll software (PMS) and Excel. 
V-lookup,Pivot table,varies use of Filter, countif, text to column and other shortcut keys. 
Prepared HRD and Pay of new hired employee. 
Non IT recruitment, follow up and interview schedule. Prepared monthly sales incentive. 
Proficient in Microsoft office, especially outlook, excel and power point. 
Employee engagement and grievance handling. 
Completing joining formalities of new hired employee. 
Prepared offer letter, increment letter and exit formalities. 
Maintain and update the MIS database and keeping track of it so as to check headcount status. Complete check all investment detail and reimbursement bills which send by employees. 
Updating the system of payroll, change in grade, designation, Location and increment. Responsible for opening salary account of all new hired employees. 
Keeps safe confidential data of employees. 
Payroll/Salary/Compliance
Statutory compliance - PF,ESI,LWF,TDS & PTAX. Complete Salary and payroll management. 
Employees’ leave and attendance management. Full and final of all resigned employees. 
Responding queries regarding the leave salary, overtime, TDS and other payroll related matters. 
Knowledge of UAE Labor laws:
General Pension and Social Security Authority(GPSSA) Wage Protection System (WPS) 
Payment of Gratuity and termination of contract. Probation period and sick leave entitlement. 
Overtime payment of employees. 
Leave Entitlement and maternity leave. 
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Organization: Amit K Srivastava & Co.
Designation: Payroll Accountant
December 2013 – Jan 2016
Responsibilities:
Payroll processing end to end with compliance. Complete work on tally ERP.9.0 and Excel. 
Petty Cash management. 
Calculation of tax from salary, Rent and vendor. 
Reconciled bank Statement with tally entry and worked on VAT. Calculation of PF and ESI and kept an eye who comes or not. 
Prepared payments by verifying documentation, and requesting for disbursements. 
Organization: Priti Construction Co.
Designation: Payroll Assistant
March 2007 – May 2009
Responsibilities:
Calculation of PF,ESI and TDS. 
Responsible for opening salary account of all new hired employees. Assist prepared payroll sheet. 
Scheduling Interviews and follow up on boarding employees. Salary register kept up date. 
Time keeping and attandence management. Coordinated with debtors and vendors. 
Aim:
I am looking forward to be a part of organization where my years of my experience and knowledge can prove to be an asset as per my specialization of working as a human resource professional. I will be honored to work under the able guidance of seniors to hone my skills further for taking the entity to heights.[image: image1.jpg]



Personal Details
Name: Zeeshan 
Gender: Male 
Date of Birth: 31st January 1989 Marriage Status: Single 
Nationality: Indian 
Visa Status: Visit Visa 
Personal Qualities
Honest and trustworthy 
Respectful and Possess cultural awareness and sensitivity Can thrive in continually changing environment 
Able to work under pressure and to aggressive deadlines Demonstrate sound work ethics 
DECLARATION:
I HEREBY DECLARE THAT ALL THE INFORMATION FURNISHED BY ME IS CORRECT UP TO THE BEST OF MY KNOWLEDGE & BELIEF.
Location: Dubai
Date:
Zeeshan 
