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Qualifications


	· MBA (HR) - Bharathiar University, Coimbatore, India – June 2007

	· Bachelor of Science - Mahatma Gandhi University, Kerala, India – May 2004

Career Snapshot


Payroll Specialist:DynCorp International,Afghanistan From July 2011 to July 2014
(US Based Company,  Sub Contractor of US Army)

HR Assistant:Damas LLC , Oman                                                 From April 2008 to April 2010
HR Executive       :Italia Mosaic Industry,India,Thiruvalla                    From May 2007 to March 2008



Achievements


· Accurately prepare payroll documents for up to 12000 employees.

· Properly process payroll deductions, including union dues and payments as well as wage garnishments, child support payments and reconciliations.

· Assessed staff skill level and conducted training classes
Proven Job Roll



Payroll Specialist:DynCorpInternational, Kandahar, Afghanistan
· Maintain payroll information of 12000 Employees by collecting, calculating, and entering data from timesheets into Payroll system.

· Update payroll records by entering changes in exemptions, insurance coverage, savings deductions, and job title and department/division transfers.

· Prepare reports by compiling summaries of earnings, taxes, deductions, leave, disability, and employee reconciliation and refunds.

· Resolve payroll discrepancies by collecting and analysing information.

· Provide payroll information by answering questions and requests.

· Maintain payroll operations by following policies and procedures; reporting needed changes.

· Maintain employee confidence and protects payroll operations by keeping information confidential.

· Contribute to team effort by accomplishing related results as needed.

· Analyse and resolve personnel grievances and counselled management on employee-related issues.
HR Assistant (Payroll):Damas LLC,Muscat, Oman
	· Maintain payroll information 900 Employees by entering data from timesheets into Payroll system.

	· Timely update and maintain accurate records for payroll, leave, sickness, overtime, termination and submit reports on time.

	· Perform data entry operations for all time and attendance and personnel transactions such as new hire, termination, leave of absence, benefits deductions, travel allowance etc.

HR Assistant: Italia Mosaic Industry, Kerala, India

· Employee compensation and benefits administration 
· Managing employee grievances 

· Approval of leaves including day offs, emergency leave and annual leave 

· Coordinated monthly payroll functions for more than 200 employees



	Personal Information




	Date Of Birth   : 7th Oct 1982        Nationality       :Indian
Gender             : Male                     Language         : English, Hindi , Malayalam
Marital Status: Married                               
Notice Period   : Immediately                         
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Profile Summary:


MBA (HR) graduate, with 6+ years’ experience in Payroll in companies located in India, Oman and Afghanistan. Strong Finance and Human Resources background includes benefits administration, payroll, reports and documentation.Strong working knowledge of People soft & TLS (Time & labour Sheet), Microsoft Word, Microsoft Excel, Power Point within a Windows Operating System. 








Professional Strength Includes


Payroll Management�
�
Employee Relations�
�
Employee Surveys�
�
Wage & Salary Analysis �
�
Time Management�
�
General Administration�
�
HR Policies, Processes & Procedures�
�
Employee Grievances�
�
Benefits & Compensation Administration�
�









