
PRIYE 
E-mail: priye.139432@2freemail.com  

 Professional Snapshot
Solutions focused, meticulous and results-oriented BA in Applied Business Professional offering 5 years of successful career distinguished by commended performance and proven results.
Currently in Toronto, Canada taking some continuing educational courses and will be happy to return to the UAE to pursue my career path. Please feel free to contact me via e-mail or the contact number above
Proactive decision maker, targeting challenging assignments with a well established and globally reputed organization, bringing the following transferable strengths:

Planning & Analysis
Business Management

HR Administration

Customer Service

Recruitment 

Relationship Management

· Extended expertise in understanding the process, understand operations sequences, process parameters required to achieve quality characteristics 

· Recognized as a hands-on, proactive professional who can rapidly identify problems, formulate tactical plans, initiate change and implement effective programs in challenging and diverse environments
· Strong analytical and problem-solving skills, effective written and verbal communication skills, interpersonal skills, organizational and multi-tasking skills

Professional Experience_________________________________________
Emirates Leisure Retail/Maritime & Mercantile International (Emirates Group)             (Aug ‘12 – Apr’17) Designation: HR and Payroll Coordinator
Key Deliverables:

· Assisting with monthly data-entry during payroll period and reconciling records for the pay master before the due cut-off date
· Ensure accuracy of payroll records by maintaining employees database with updates in status changes, benefits adjustment, leave accruals, etc.
· Managing the Exit Process and Repatriation of Departing employees
· Assisting employees with their Bank account set-up, leave absence recording, and holiday recording systems

· Managing and assisting employees with their Leave Travel Allowance (LTA).

· Benefits administration such as House Rent Allowance HRA, School fees, Final Settlement payments etc.

· Ensure exiting employees EOSB are completed

· Resolving employee queries post-payroll i.e. salary related queries, benefits clarification.
· Manage Medical insurance for all grades (Two Medical insurance Coverage) which included adding new joiner to the insurance coverage, maintaining the database for both medical insurance, employees medical reimbursement for both insurance coverage

· In charge of the Emirates Platinum Card coverage for all employees 

· Provide HR advice and support to line managers and employees, explaining procedures and policies in a timely effective manner

· Submit and Collect confidential documents from partners companies and government institutes on company’s behalf 
· Coordinating with team recruitment team for the on-boarding of new joiners

· Provide assistance for the government liaison activities which includes applying for visas for existing employees, organizing medical tests and updating the employee database with correct information

· Maintain an accurate database of information on the HR Information System which will include spot checks and inputting of employee data on a daily basis

· Mentor staff regarding personnel, benefits, and pay issues

Noteworthy Credits:
· Holds the credit of success in displaying resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete multiple tasks within strict deadlines
· Gained excellence in providing administrative and office support and performing various HR functions
· Strong ability to maintain confidentiality in all official correspondences, files, documents and reports
Previous Assignments:
Ben 10 Live – Event Box









Jun ‘10 – Jun ‘11 
Ushers / Customer Service
Fujairah Marine Services / Cape Diving International LLC





Feb ‘10 – Jan ‘11

Call Center Agent – Operations Department 

Work Placement, Barclays Dubai, Tennis Championship 2009





  Feb ‘09 
Court Personnel,

Fujairah Marine Services / Cape Diving International LLC





Jul ‘07 – Sep ‘08

Assistant, Personnel Department

Credentials___________________________________________________
Professional:
· BA in Applied Business from Emirates Aviation College, DXB, Dubai, UAE 

· Higher National Diploma in Business Management from Emirates Aviation College, DXB, Dubai, UAE 

· National Diploma in Business Management from Emirates Aviation College, DXB, Dubai, UAE

Technical:
· Operating Systems

· MS Office Suite (Word, Excel, PowerPoint)

· Internet & E-mail

Certifications:

· Certificate in Basic Computer Skills
Personal Minutiae_____________________________________________
Languages Known:

English 
Location Preference:

Dubai
Visa Status:


N/A
Driving License:


UAE + Own Car

References:


Will be pleased to furnish upon request
(PRIYE)
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