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CORE COMPETENCIES
· Excellent attention to detail and ability to work under pressure
· Thorough attention to detail and ability to ensure quality work of a large team
· Strong Excel skills (proficient in the use of functions, pivot tables etc.)
· Excellent prioritization and organization skills (able to handle multiple tasks and projects at the same time)
· Excellent analytical skills (able to develop and produce meaningful reports from multiple streams of data)
· Ability to multi-task and work in fast-paced environment
· Ability to question requests that may not meet data security standards
· Ability to ask relevant follow-up questions to requestors, clarify requests, and re-negotiate deadlines when necessary
· Able to thrive in a high volume, fast paced and dynamic environment
LANGUAGE
English
Hindi

INTERESTS
Cooking
Reading
Searching New things

Education
MBA-HR
BSc- Maths

	
Accomplished Payroll HR with well-diversified experience in the areas of payroll administration. Detailed-orientated, accurate and quick with numbers. Analytical problem solver, able to employ all available resources to develop effective solutions. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to multiple priorities and meet deadlines without compromising quality. To seek a senior position of a Payroll Administrator, where I can deploy my experience and expertise in order to achieve company's Objectives.


	
	WORK EXPERINCE
Payroll HR
Forbes Facility Services Pvt. Ltd.- January 2018-Present


	
	· Processed bi-weekly payroll via SAP in accordance with the state and federal laws and in accordance with company pay regulations bi-weekly for 2500+ employees 
· Responsible for verified new hires paperwork complies with requirements and entered into SAP, terminations, benefit premiums and all other changes to employee records and explaining the company payroll policies and procedures, work with the new hire and service advisors.
· Timely and accurate preparation of all payroll operations working closely with human resources to ensure that payroll actions are in conformance with employment benefits practices and accounting procedures.
· Accurately verified timecard completion ensured all approval signatures were in place and provided resolution to any discrepancies.
· Maintained and troubleshoot issues regarding our timekeeping system including time clock and system malfunction.
· Analyzing and modifying payroll policies and procedures to ensure accurate compensation, record retention and legal compliance also Coordinating payroll runs, reviewing documents, correcting errors and balancing payroll for each pay period.
· Coordinating with the human resources manager on procedures of open enrollment and other related duties as assigned which may include employment / salary verifications, garnishments, and direct deposits and accounts payables.
· Maintained and troubleshoot issues regarding our timekeeping system including time clock and system malfunction and also responsible for managing the accuracy of benefits records prior to processing.
· Interface routinely with human resources on employee benefits issues (deductions, allowances, vacation, and others) to ensure timely and accurate processing.
· Provided reports to Finance for reconciliation in  month-end.
· Developed and implemented (small training) for department and company use for timekeeping procedures.


	M/s. Kestone IMS Pvt. Ltd., New Delhi, Bangalore & Mumbai – Sr.HR  Executive                                 (28thDec’15-  March 2017)
Key Result Areas:

· Thorough knowledge of payroll wage, hour, union and non-union labor laws, tax laws, government filing requirements, relocation tax laws and have a strong knowledge of wage attachments, benefits and pension.
· Manage and guarantee accurate weekly and biweekly disbursement of multi-state payroll, including garnishments, benefits and taxes consistent with federal and state wage & hour laws for union and non-union employees.
· Ensure the processing of new hires, transfers, promotions and terminations is accurate and timely.
· Time and Attendance processing and system maintenance.
· Develop and implement payroll policies and procedures to ensure compliance with regulations relating to payroll operations and control.
· Continuous improvement of payroll processes and strategies to align with overall business objectives.
· Drive process excellence, and eliminate errors.
· Work cross-functionally with supervisors, managers, and other stakeholders.
· Resolve escalations by providing root cause analysis and corrective action for complex and non-routine situations for all levels of employees and management
· Manage regular preparation of relevant reports, including weekly, monthly, quarterly and year-end reports as well as periodic reports of earnings, taxes, and deductions
· Set overall HR Operations strategy to ensure successful integration of enterprise HRIS and Payroll systems
· Experience in developing, integrating and managing HR and operating platforms
· Protect and maintain confidential information
· Strong understanding of HR processes and data as well as analytical and problem solving skills

Khairabad Eye Hospital- HR cum Admin Executive                                                             (28th  Dec, 2012 – 15 Dec, 2015)
Key Result Areas:
· I have done all the formalities related to employees from Joining to Leaving the organization.
· Providing the Offer Letter, Appointment Letter, Experience & Reliving Letter.
· Attendance & Leave Management.
· Employee orientation, development and training.
· Processing the attendance & salary in MS-Excel.
· Responsible for managing and arranging the travel plans of the employees and visitors including hotel bookings.
· Respond to all enquiries regarding hospital facilities or re- direct enquires to the correct departments when needed. Deal with all reception queries and complaints in a courteous and timely manner.
· Responsible for handle minor complaints with immediate action and follow up related with patients and junior staff.
· Responsible for adopt the correct administrative procedures when dealing with complaints from patients / staff following set policies and procedures.
· Responsible for manages couriers, stationery and office consumables.
· Responsible for check of bills and post on a daily basis all charges for clinical or other areas as required. Raise cash or refunds and obtain authorization as required.
· Maintenance of Database of Profiles from Consultants and reducing redundancy and duplication of the data. 
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