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CURRICULUM VITAE

Objective- Seeking a challenging career in an organization where innovation, quality & hard
                   work is appreciated.

· PROFESSIONAL SUMMARY- 17 plus years professional level experience of working in a fast paced, customer focused payroll department. Extensive background in payroll processing, conversion and implementation. Ability to do manual calculations as well as being competent with payroll systems. Good time management to meet strict deadlines. Strong communication skills to assist with query resolution

EDUCATIONAL/ PROFESSIONAL QUALIFICATION

· Master of Arts in Human Psychology from Patna University, Patna, India

· Part  MBA (Specialization in Human Resource Development) from IGNOU, Delhi, India
· Training on Payroll Management in Pricewaterhouse Coopers, New Delhi.
· Diploma in Computer Applications from ICMSD, Muzaffarpur, India 

· Well Versed in Excel, Word, Payroll package, Web banking, Corebiz and Oracle

PROFESSIONAL EXPERIENCE

1. Jan 2007- Present- PAYROLL MANAGER

TRANSGUARD GROUP LLC, DUBAI (AN EMIRATES GROUP COMPANY)
SET UP HRMS COREBIZ (HR, PAYROLL & TIME & ATTENDANCE SYSTEM) IN TRANSGUARD AND THEN ORACLE  
        Job Responsibilities

· Responsible of managing and administering the end to end payroll process for more than 30,000 staff with multiple payment dates and multiple terms and conditions and WPS.
· Managing payroll services to Bureau Clients across the GCC (Saudi Arabia, Kuwait, Qatar, Bahrain, and Oman).
· Managing to ensure that all policies and procedures are followed, all staffs are paid accurately on time and all Key Performance Indicators and Targets are met.
· Overall management of the large payroll team of 18 member, including recruitment, training and their performance appraisal.

· Reviewing and evaluating existing payroll procedures and responsible for development and implementation of strategies for the continuous improvement of the payroll department.
· Authorizing payments, salary certificates, salary transfer letters.

· Closely working with HR to ensure accuracy of data and ensures that the process for administering and reporting of data is produced and available to the Business Units.
· Closely working with different Business Units in line with UAE labour law to improve payroll process and to provide full satisfaction to employees. 
· Preparation and Analysis of all Financial Data including Senior Management Reporting, Balance Sheets finalization and reporting requirements for audit purposes.
· Resolving payroll queries and issues received by the employees through camp visit, walk in or phone within deadline.
· Payroll lead relating to all matters on the transfer of monies to employees accounts, including communications with C3 Salary Cards and all relevant Banks.
        2. Oct 2004 till Dec 2006 – PAYROLL OFFICER
            SUPREME FOODSERVICE GmbH KG, DUBAI, (An International German based 
         company providing Logistics Solution & Foodservices to NATO, United Nation and  

         Multinational Armies on different location)

        SET UP FULL PAYROLL PROCEDURE & NEW PAYROLL SOFTWARE IN SUPREME   

       FOODSERVICE

       Job Responsibilities
· Updating Human Resource Database and related payroll modules for UAE & Overseas employees

· Preparing contracts for new employees & Coordinating with bank & employees for opening the salary account.

· Processing the salaries of employees posted in different countries on the information provided by Depots. (Kabul, Kuwait, Iraq, Bosnia, Ivory Coast, Switzerland & Germany)

· Transferring the salaries into various international banks in multiple currency & follow up with bank in Switzerland for remittance of salaries.

· To reconcile Bank Statement & provide financial reports to Accounts Dept. before deadline.

· Full & final settlement of employees as per the UAE labour law.

· Handle Employee’s queries on payroll issues, leave, loan, bonus, increment and other matters.
· Maintaining the individual file for each employee with all relevant details. 
· Keeping record of leave, time sheet, loan & advances & air ticket.

        3. May 2002 till May 2004–ADMINISTRATOR
           SCOREPLUS, DUBAI (FRANCHISE OF THE PRINCETON REVIEW, USA)

Job Responsibilities
· Handling all administrative and HR affairs of the company, student services i.e. admission test, enrollment,  
· Keeping record of leave, loan, air ticket and time sheet records.
· Maintaining the individual file for each employee.
· Visa arrangements and other legal formalities for new employees. 
· Processing the salary and travel allowance of the staff. 
· Handling all banking operations, cash management including petty cash, cash collection from students. 
· Bank reconciliation and Routine account entries in software & accounts book.
4. August 1995- February 2002- PAYROLL OFFICER
   PRICEWATERHOUSECOOPERS, NEW DELHI, INDIA
Job Responsibilities
· Independently handling Payroll Processing of Top Management of corporate sectors i.e.Thapar India Group, Escorts Group, and NIIT Ltd

· Calculation of tax, provident fund & superannuating fund.  
· Keeping record of loan & advances of the employees.
· Payment of performance bonus, incentive, and medical & leave encashment on the basis of company’s rule
· Informing the employees on any related matters i.e. Tax, Loan or any other deductions
· Follow up with the bank for the remittance of the salary & reconciliation of bank statement
· Preparing full & final settlement for left employees as per the regulations of the company (Gratuity, ERS, VRS, Leave Encashment & any other allowances).
· Preparing form 217 2 A Reports, Form 16 & Form 24.Filing annual return & Deposit of TDS challan.
· Advising senior personnel for the investment for tax benefit. 
· Additional assignment in PwC- worked as Citibank Custodian on behalf of Citibank for its product Advance against Financial Assets (AAFA) i.e. loan against the share, debentures, NSC etc. The job required highly customer interaction including processing & documentation.

SKILLS & ATTRIBUTES
· Good negotiation skills to achieve targets & excellent contacts in the banking world.

· First Aid Training Certificate.

· Management Business Writing Skills Course.
· UAE Driving License  

· Green Belt Holder of Lean Six Sigma

LANGUAGES KNOWN

                                                           English & Hindi
PERSONAL DETAILS

Nationality


Indian

Marital Status


Married

Visa Status


Residence
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