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Summary
· Result oriented professional with 8.5 years of experience in the field of Human Resource Management.
· Experienced in implementation of SAP HANA HR Module in OM,OA, Time Management & Payrolland as a role of  user also.
· Skilled in Managing and Training of HR team for the execution of HR tasks/projects

· A Skilled communicator capable of Managing the staff engagement during the process of appraisals to ensure a smooth and crisp execution of the yearly appraisals.

· Highly skilled in creating new systems and approach for delivering valued-adds to the employee and the organization and molding the team for the change Management.
Career Highlights

· Staffing and Recruitment Professional

· Off – boarding

· Interviewing expertise

· Performance Management Strategies

· Benefits administrator

· Employee Relation

· HRIS application proficient

· Payroll Expertise
My Career Milestone
Al Qaryan Group as Senior HR Administrator, C & BsinceNovember 2009 – Jan 2016  Saudi Arabia
Job Responsibilities
· Compensation & Benefits  

· Preparing HR Budget as per Group HR Manager
· Building Succession plan

· Organizational design and Structure

· Analyzing monthly expenses with Budget and inform the Department Managers
· Involved in revision of Policy and Procedures
· Analyzing the current year budget with HR Expenses
· Setting Objectives, ranking and evaluate the performance.

· HR Representative in SAP HCM implementation.

· Roles in Implementation: 

· Making current process in flow chart with approved 

· Review the TO BE process.
· Sr. Recruitment Officer 
· Initiating Man Power Planning

· Visa Administration

· Monitoring Recruitment Budget Vs Approved Budget
· Monitoring the candidate status report as per Coordinators updation
· Ensure HR Officers achieve the target in Saudization and other Positions

· Recruitment Officer 
· Setting Job Description.

· Preparing recruitment Schedule.

· Processing pre- employment documents as required.

· Coordinating with agencies in updating candidate tracker.

· Preparing job Offer.

· Intimating & Arrangement of Induction program.
· Saudization
· HR Officer  
· End to end processing of company payrolls.

· Maintenance of payroll system and leave planning system.

· Updating and maintai1ning payroll records.

· Payroll administration.

· Calculation and processing of termination payments.
Achievements

· Certified in Internal quality Auditing and represented as MR (ISO 9001 : 2008)
· Represented as HRMS representative in Implementation  in SAP (OM,OA, Time Management & Payroll)
· Appreciated for leading the team in ISO Certification.
Certified in Oracle HRMS Implementation Modules.

· R12 E-Business Suite Essentials for Implementers 


· 12.x Oracle HRMS  Work Structures Fundamentals 


· 12.x Oracle HRMS People Management Fundamentals


· R12 Oracle Payroll Configuration & Administration


· R12 Oracle HRMS Self Service Fundamentals



MAX NEWYORK LIFE AS ACCOUNTS & ADMINISTATIVE EXECUTIVE, (July 2008 –Oct2009)

TATA TELE SERVICES, Trivandrum as Sr. Store Manager. (Jan 2006 - May 2008)
Personal Details
Date of Birth


:
05.06.1983

Marital Status

:
Married
Nationality


:
Indian

Languages Known

:
English,  Hindi & Arabic
Visa Status

:       Visit Visa
Driving License

:
Saudi, India
Academic Profile
Master in Business Administration in Human Resource and Finance from Adhiyamaan
 Engineering College (Hosur) affiliated to Anna University 2006.
 Bachelor’s Degree in Commerce from Kerala University 2003
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