‍‍Syed

Mobile: Whatsapp +971504753686 / +919979971283 | syed.377110@2freemail.com 
Objective
Learning and serving with dedication in order to be a progressive element of such an esteemed organization, which offer me the opportunity to think Independently and utilize my result oriented capabilities of leadership, confidence, hardworking and make use of my dynamic approach to accomplish any task through absolute satisfaction of seniors.
Education
b.com.| october- 1997| madras university 
Skills & Abilities
· Knowledge of Compliance: Ensuring services provided by Payroll as per the company policies and UAE Labor Law. 

· Strong Math’s and Numeracy Skills: Deal with high amount of numerical data and complex calculations frequently.

· Problem Solving Skills: Dealing with the problems quickly and efficiently. Using creative thinking ability to crunch the number of issues.
· Responsibility and Dependability: Taking significant responsibility and dependable enough to deliver accurately, on time within the parameters specified. 

· Discretion: Handling sensitive personal data without disclosing to irrelevant persons.

· Leadership Skills: Having ability to coordinate with colleagues, employees of different Department /Projects in dealing with variety of payroll matters.
· Teamwork Skills: Having strong interpersonal skills for maintaining a professional demeanor and understanding the pressure and priorities.  

· INFORMATION TECHNOLOGY:Very tech savvy and can easily learn new software’s and using spread sheets for converting data into information, which ultimately gives the insight to the management 
Experience
payroll officer | al hassan engineering company abu dhabi l.l.c.|dec 2010 – to date
· Responsible for Monthly payroll of 3000 employees 6 Million AED, WPS. 
· Calculating and processing all salary increases (including back pay if required), Overtime, leave entitlements, leave accrual, Deductions, other adjustments and EOSB payments in accordance with statutory requirements.

· Enters hours daily from time-sheets received from Projects, contact job site Admins to correct errors in calculations not set-up for payroll.
· Consolidating and compiling attendance (including OT) received from Departments / Projects.
· Resolving salary issues

· Reviews all entry and makes any necessary corrections before salary process.

· Preparing Rotational leave / Annual leave settlements for blue collar (workers) before salary process.

· Running Arrears if any, Uploading attendance and processing salaries

· Generating salary register

· Preparing WPS and forwarding to Finance Team for salary disbursement.

· Preparing final settlements for Resigned and terminated employees with EOSB.

Previous Experience

customer support professional | sitel india | sep 2006 – dec 2010
· ISP support for Bell Canada (Canadian customers)

· Customer service for T-Mobile process (UK)

sales co-ordinator | sharjah oxygen company | feb 2003 – to mar 2006
· Preparing Invoices for Gas cylinders and Dry Ice
Computer Proficiency

· Microsoft Office

· Email and Internet

· Software (Ramco HCM).

Strengths
· Hardworking and dedicated
· Quick leaner

· Excellent interpersonal skills

· Highly adaptable

Personal Information

Nationality:

Indian
DateofBirth:

01-06-1975
MaritalStatus:

Married
References: Will be furnished upon request.
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