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Seeking challenging assignments in Human Resources with a professionally-driven, growth-oriented organization demanding diligent effort and determination, commitment, empathy,  result oriented, self motivated, positive outlook, integrity, flexibility and an inspiring attitude to learn & grow. 
Resume Summary
A dedicated HR professional with over 14 years of proven experience in Human Resource,   Payrolls & Administration, Staff Recruitment & Retention, Rewards & Recognition, Compensation & Benefits, on boarding, Contract Negotiations and negotiate win-win outcomes. Expertise in the HR ERPs like Ace Gold Accounting package, HR Net, Oracle HRMS, LMS & BDM.  
PROFESSIONAL EXPERIENCE
Group (Qatar)                                                                                                                                     HR Officer (06th May 2012 till Date)

Lizonne is Qatar based construction group also dealing with Heavy Equipments & having strong presence in Qatar, Kuwait & K.S.A.                                   

Responsibilities:-
 •Identifies employee vacancies based on department’s requirement and allocate human resources ensuring appropriate matches on the job position (HRP) 
• Primary responsibility to assist management with recruitment and candidate sourcing. 
• Creating job posts & descriptions in line with organizational needs.
• Liaising with internal & external recruitment entities & filling vacant positions. (I.e. Job Portals, Social Media & Company Career Web)
• Short listing candidates, arranging & conduct competency based interviews, Pre & Post-interview communications.
• Prepare Contract of Employment and maintain all confidential employee documentation and information.
 • Coordinate & supervise the hiring/on-boarding process and Induction Programmes.
 • Supervision, scheduling & keep of employee training & development records. 
 •Maintains HR records and compile statistical reports concerning HR-related data such as hires, transfers, performance appraisals and turn-over rates.
 • Attendance & leave management. Keep of accurate records for Mgt approval, in support of Payroll.
 • Act as centre point of contact between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems(disputes)
 • Maintaining & updating Organizational Chart. Maintains the work structure by updating job requirement & Job descriptions.
 • Prepare all HR Documentation and formalities for resigning/terminated employees (receipt of resignation/termination notice, computation of accountabilities and separation pay, returning of company properties, etc.)
• Payrolls: - End to end processing of company’s payroll(s). Collate information for above, process, produce reports and journals and file. Collect and input various elements [basic pay, bonus, overtime, back payments, absence, advances, transport allowance, etc…], entering variables on to HR and payroll systems. Prepare and remit monthly superannuation contributions and quarterly employee statements. Prepare code and process journals for employee provisions. Reconciliation of payroll related general ledger accounts. Preparation of various payroll related reports for managers. Termination and redundancy calculations as required. End of year processing and reconciliation’s including payment summaries. 

 • Coordinates with the Health Insurance Institution for employees’ medical concerns. (Addition & Deletion of Group Life Insurance & Medical Insurance)
• Managing HRIS & Preparing MIS Reports as & when required.
• Conduct exit interviews to identify reasons for employee termination/resignation.
• Arranging travel bookings for new joinees & exit employees.  
• Plan, organize and coordinate the employee training or labour relations activities.                                ∙ Handling End to End HR functions like Employee relations, Compensation & benefits, Training and Development, Performance Appraisal, Manpower planning, Employee engagement & welfare, Counselling etc.                                                                                                                                                                                       
• Coordinates with concerned authority (PRO) for all employment related requirement for the company (employment, visa processing and cancellation, certifications, entry pass, work permit, NOCs, etc.).
•Prepares and coordinates all the requirements for the processing and renewal of visa (employment/visit/transit), labour card, residence permit as well as amendment and cancellation. 
• Handles employee grievances and other related issues. To ensure that company HR policies are implemented & adhered in all departments of the organization.                                                                               • To handle responsibilities for all other tasks and projects as and when assigned. 

     IFFCO Group of companies (FMCG) (Sharjah -UAE)( 

                    HR / Payroll Executive (9th October 2009 till 05th May 2012)
IFFCO is UAE based, world leading MNC in food industry, having strong presence  across the world & is brand owner of Tiffany, Igloo, London Dairy ice cream , Noor, Hayat, Al Rahma.

 Responsibilities:           
· Co coordinating with employees and the Bank executive for opening salary Accounts.

· Responsible for maintaining Personnel files and other HR files.

· Developing and maintaining an appropriate and systematic filing system for payroll records.

· Preparing Salary certificates, NOC letters for visa purpose, salary transfer letter, Experience Certificates & Bank loan Undertaking letters for employees needed.

· Preparing and processing the monthly payrolls for Management and labour employees through WPS. (Wage Protection System ) Handling payroll for 1000+ employees Using ORACLE SOFTWARE (Ver. R 12.1.3). 
· Responsible for processing accurate & efficient monthly payrolls(accurate earning, deductions, reimbursements & increments etc).Ensure timely & accurate processing & audit of the payroll in order to meet all internal standards of quality & timeliness, generation of accurate monthly payslips of employees & confidential distribution of the same, keeping track of monthly movement (reconciliation employee wise, amount wise) running separation’s in HRMS. Preparing monthly GL’s, MIS Reports, HRMS updation, Costing reports, Bank reconciliation’s & other multiple reports as required by the finance & management.
· Entrusted to process confidential employee records such as salary changes, vacation/absenteeism reports, and performance appraisals.

· Producing and developing monthly reports for the accounts department and Finance Managers.

· Responsible for calculating the full and final settlement and co ordination with accounts to exit employees.

· Transferring Salaries to Overseas employees (Ethiopia, Ghana, Syria, Afghanistan, Australia and Malaysia) through Priority payment on HSBC online system.

· Follow up with PRO for Visa issuance for new employees

· Preparing Offer Letters, arranging travel tickets for new joinees.
‘Sparsh’ Intelenet (B P O) at Georegaon, Mumbai 
 HR Representative (July 2005 to June 2009)
Responsibilities:

· Assisted in Managing the Training and Developments of New joining employees.

· Collecting attendance from floors to process payroll.

· Handling New Employee Joining Processes, issuing Door Access Cards, Providing Bank tool kits, Attendance updates for payroll process.

· Data entry of new joinees in the system to capture whole records in the system so as to pull out data from system itself.

· Verification of current employees i.e. exclusion of absconding employees.
DAKC (Dhirubhai Ambani Knowledge City) at Navi Mumbai (India) 

HR Assistant (June 2000 to July 2005)
Responsibilities:

· As a member of the Corporate HR Team worked closely with HR & General Manager- HRD and was responsible for Performance Management and Implementation of  General Practices
· Assisted in developing a comprehensive HR policy applicable to 1000 Employees.

· Involved in the process of new employees joining processes, issuing their Access Cards, Providing Bank tool kits, Attendance updates.

· Managed all the HR and Administration functions at the Units Proactively and increased the satisfaction of the Employees.
Sulaiman Al Othaim Gold & Jewellery at RIYADH (K S A)
Administration Assistant (August 1998 to May 2000)

Responsibilities:
· Responsible for Administration of HR policies and procedures.

· Employee relations and implementation of various employee initiatives.

· Manpower planning and restructuring along with Business Heads.

· Policy formulation and deploying along with Senior Management Instructions.

· In charge in updating the organization charts.

· Maintenance of Attendance and Leave Records of all Employees.

· Running Separations in system monthly.
· Responsible for preparation of transfer letters. Promotion letters, Salary offer letters, general office correspondences by liaising with the Head HR.
EDUCATION
	Qualification
	College/ University
	Year

	M B A  
	I B M S (INSTITUTE  OF BUSINESS  MANAGEMENT  STUDIES ,  MUMBAI  )
	2011

	Bachelor  of Commerce  
	Mumbai University
	1997                          

	H S C                                                              
	Mumbai  Board
	1994

	S S C                                                               
	Mumbai  Board
	1992


· Certificates  Attested
Extra-Curricular Activities:

· Morning assembly coordinator at school.

· Participated in Street Plays
· Active Participation in the implementation of ERP in the organisation (IFFCO)
· Complied organization’s (IFFCO) Payroll with WPS System in the year 2009.
Computer Skills:
· Experienced in various HRMS applications (HR Net, Oracle,LMS, People Soft, BDM Human Resources)
· Proficient in MS Office (Word, Excel, PowerPoint, Access, Outlook)
 Skills:                                                                                                                                                                           • Demonstrated knowledge of Human Resources practice and procedures.                                                   • Able to demonstrate clear understanding of Labour Law’s.                                                             • Demonstrated ability to maintain relationships with Management through developed interpersonal     skills including persuasiveness and resilience.                                                                                           • Ability to understand, identify and assess matters of a confidential / sensitive in nature.                        • Ability to arrange & manage workload through time management skills.                                               • Ability to communicate effectively, both verbal and written communication. Self – motivated, team player, high attention to accuracy and pays attention to details.
• Multitasking, Analytical skills, Planning & organizing skills, Initiative, decision maker, self – starter. 
Personal Details:

· Date of Birth           :    12th November 1978.
· Martial Status         :     Married.

· Nationality              :     Indian.
· Languages known   :     English, Arabic.
- References shall be furnished upon request ~  
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