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Human Resources Services/Payrollprofessional with fouryear’s experience in MH Al Shaya Co. Dubai, UAE, one of the biggest retailer in the Middle East. Looking to strengthen a career in an organisation by using theacquired skills and experience for the growth of the Organisation. Responsible for the timely and accurate payment of monthly salaries and benefits of all theAl Shaya employees in UAE and Logix payrollthrough WPS in Oracle HRMS-E Business Suit and bank file uploading in the website. Expert in preparing full and final settlement of the resigned/terminated and absconding employees in UAE and JAFZA. Approval, entry and payment of staff’s leaves, Air ticket allowance, payment of Overtime, Additional Transport, Housing Advance, Education allowance, new joiner creation, location transfer etc.Deductions like till shortage and absence of employees. Also submits reports and statistics in relation to payroll to enable the company with its annual budget requirement. As an HR/PayrollCoordinator, an integral member of the HR Employee Relations Department is working closely with other members of the department to ensure the company HR policies and procedures are effectively applied and that the department provides a professional and continuously improving service to the organisation. 
Proficient in company SOP and country’s Labour Law. Proven leadership skills, including managing and motivating other staff to achieve company objectives.An effective communicator at all levels within an organization. Good problem solving and analytical skills.Good work ethics with excellent communication and interpersonal skills.

Work Experience:-
MH Alshaya, DUBAI, United Arab Emirates
HRS/Payroll Officer (From June 2011 to January 2015).
Responsibilities: Primary payroll services and first level response to LOA and employees.
Issues that cannot be resolved by using the Standard OperatingPolicies of the company will be escalated to the SeniorManager for further analysis and review. 
Strong ability for handling of highly confidentialmatters.
Enthusiastic and project oriented team player with high quality leadership and problem solving skills to develop creative solutions for challenging andcustomerneeds.

Solving external and internal employees issues such as payroll questions, employee self-service, HRSSI, company policies and procedures. 
Develops and maintains strong working relationships through effective and timely communication. 
Coordinating with different Departmental heads for employee requisition. 
Responsible for opening of employees WPS account in bank and issuing letters for increment, promotions, experience, warning, termination, recommendation,  RTA, Embassy, Consulate, Bank etc. 
Recommend new approaches, policies and procedures to effect continual improvements in efficiency of department and tasks performed. 
Understand the necessity and importance of behavingwithin professional and legal boundaries. 
Assisting new joiners and colleague’s ensures the potential to succeed and advance.
Review Pay Edit errors and follow-up with Manager's on transactions that appear on the error list. 
Description: 
• Co-coordinating with finance/treasury department for processing of payments to employees. Monitor and Control HR Programs focused on improving staff motivation. 
• Developing, implementing the performance appraisal system for the company and coordinating it with other line managers. 
• Increment and position changing process for employees. 
• Dealing with Administration/Government Relation for Batch Transfers.
New Joiner: Hiring of staffs in company software, Oracle E-Business Suite - R12. Issuing of Company discount card, Insurance card and Gosi deduction for UAE Nationals. 
Attendance and Overtime: Checking attendance sheets and resignation/termination letters to ensure relevant approval process has been followed. Process overtime claims, promotions and pay rises. 
Salary/HRA Advance: Salary and other advances like overseas advance, relocation, Inter country transfer,advance requests for salary,  housing rent advance etc. 
Leave and Final Settlement: Approval and entries of online leaves e-paf from My AEP, Return leaves and payment of leave and adhoc payments of returnees.Prepare the final settlements considering the tenure of the services of the concerned employees and forward the documents to Senior Manager for approval, Ensure the required Documents are submitted along with Resignation/Termination requests. 
Salary Register & Pay slips: Generate Salary Register,pay slips and distribute to the employees at various departments. Provide salaryrange for reviews, update the data in payroll software after approval and forward the documents to the concerned Department Head and the employee. 
Respond to the employees general queries related tothe payroll calculations, leave balance, HRSSI, labour law and company policies. 
Co-Ordinations: Co-Ordinate with AccountsDepartment for finalization of salary register, proper disbursement ofsalaries to overtime employees, PRO Department for cancellation and deducting the various traffic fines from employees' salaries. 
Reports: Monthly Salary Register, Overtime summary details from each and every projects, Monthly penalties and other deduction details, Head Count details including the number of new joiners and cancellations due to resignations, terminations and absconded employees, Comparison of Drivers Overtime, estimation of provisions for Leave Salary, Ticket Cost, Visa Expenses, Health Insurance, Accommodation, Additional Transport and Hotel Advance deduction.

Dar Al Khaleej, SHARJAH, United Arab Emirates
HR/Employee Welfare/ Admin Officer (September2001 to May 2011)
Support the HR Assistant team and HR Manager in all office works
Managing the HR & Admin function and Formulation & Implementation of HR Policies and Processes. 
Monitoring and maintaining "Daily attendance Reporting System" and leave Records. 
Negotiate with clients for vehicle insurance, properties and staff MedicalInsurance.

Personnel files of employees and database. 
Collection and follow up of delivery orders and updating in Accounting Software. 
Cheque collection, remittance etc. 
Checking of the Invoices from Suppliers and accounting. 
Air Ticket booking and arranging hotel accommodation for newly arrived staffs.
Assists in maintaining the human Resources database and all employee records and files.
Assists in informing new employees of human resources policies and programs as needed.
Al Salam Insurance Services Co, SHARJAH, United Arab Emirates
Underwriter/Administration (June 1998 to August2001)
•Supporting the HR & Admin Team 
• Issuing of Various Insurance Policies, Debit Note, Credit Note, Payment Voucher and Receipt Voucher 
• Quoting for premium. Vehicle Inspection/Survey/Claim Handling 

• Renewal Follow up and Answering queries 
• Reconciliation of Bank Statement on monthly basis 
• Preparation of Monthly Reports

Education

BA Economics from Calicat University, Kerala, India.
MBA completed in HR from CMJ University, India.
SSLC from Public Board of examinations, Kerala, India.
Additional Information

Computer Skills 
Highly skilled in Oracle (R12), computerized data processing, (MS Word, Excel, etc.), sound knowledge of computer applications, Internet, email etc.
Holder of valid UAE driving license.
Personal Data
Sex: Male

Nationality: Indian

Date of Birth: 18 January 1969

Religion: Muslim

Marital Status: Married.
Desired Location: United Arab Emirates

Current Location: Dubai

Notice Period:  Not Required.
Languages known: English (Fluent), Hindi (Fluent), Arabic (Speak, Read), and Malayalam (Fluent)

Visa status: On visit 
