
Seeking challenging assignments in Human Resources/ Organization & Business Strategy/ Information Technology with a professionally-driven, growth-oriented organization demanding diligent effort and determination, providing opportunity to grow and learn
Resume Summary
· A result oriented professional around 12 years of Experience in Administration & Human Resources. A thorough professional with a proactive attitude, capable of thinking in & out of the box. Strong problem solving abilities, excellent communication, inter personal and ability to work in multi cultural environments. These are the skills I have developed and carefully improvised during my experience as a HR.

PROFESSIONAL EXPERIENCE
IFFCO Group of companies, UAE (http://www.iffco.com)

HR / Payroll Executive (9th October 2009 till date)
IFFCO is UAE based, world leading MNC in food industry, having strong presence in more than 84 countries across the world & is brand owner of Tiffany, Igloo, London Dairy ice cream , Noor, Hayat, Al Rahma.

Responsibilities:
· Responsible for New joining processes , Arranging for Induction programmes with concerned Units.
· Following with PRO’S for visa status, arrangement for Pickup & Drop Facility from Airport’s, Arranging for Gate pass , Insurance  Cards, Etc.
· Responsible for collecting all relevant documents from new employees.

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

· Information  to Accounts  department on the new employee details

· Facilitate induction / orientation program for new employee.

· 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 staff and labour employees and asking fund transfer from finance department by 28th of every month, so to upload Salary by 30th of every month.      

· Ensuring timely transfer of all elements to pay to the bank, meeting strict payroll deadlines, reconciling payments to payroll and ledger.

· Entrusted to process confidential employee records such as salary changes, vacation/absenteeism reports, and performance appraisals.

· Handling the salary, allowances and gratuity queries from employees.

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

· Responsible for printing and issuance of pay slips online (HR NET SOFTWARE) after completion of payroll.

· Responsible for preparing monthly HRMIS reports.

· 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  and Malaysia) through Priority payment on HSBC online system.

 ‘Sparsh’ Intelenet (B P O)  at Georegaon , Mumbai 
H R Assistant(July 2005  to June 2009)
Responsibilities:
· Assisted in Managing the Training and Developments of New joining employees.

· Maintained Cordial relations with the Employees

· Analysis and job description for the new employees to post them in their respective best suited places.

· Handling New Employee Joining Processes, issuing Door Access Cards, Providing Bank tool kits, Attendance updates for payroll process.
DAKC (Dhirubhai  Ambani  knowledge City ) in India  from Designation
HR /Admin  Assistant (July  2000  to June  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 :-

· Responsible for Offer  letter  generation, hiring approval process, coordinating with the      candidates

· Assisted in developing a comprehensive HR policy applicable to 5000 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 ( Gold & Diamond Factory)
HR /Administration Assistant (August 1998 to May 2000)

Responsibilities:
· Reporting to the Group Administration Manager.

· 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.

· Separations and Exit interviews.

· Responsible for preparation of transfer letters. Promotion letters, Salary offer letters, general office correspondences by liaising with the Head HR.
AREAS OF INTEREST

	· Oracle implementation of PMS/Career Planning/Succession Planning Module 
· Manpower Planning & Staffing

· Employee Relations


	· Payroll
· Training & Development

· Performance Management

· Effective Talent Acquisition

· Payroll
	· HRNet
· Attendance & Record Keeping

· Measurement in HR/IR

· UAE Labour Laws


EDUCATION
	Qualification
	College/ University
	Year

	M B A  
	I B M S (INSTITUTE  OF BUSINESS  MANAGEMENT & STUDIES    MUMBAI  ) IN HUMAN RESOURC
	Pursuing

	B COM (Bachelor  of Commerce )     
	Mumbai University
	1997                          

	H S C                                                              
	Mumbai  Board
	1994

	S S C                                                               
	Mumbai  Board
	1992


Of Note

Extra Curricular Activities:

· Morning assembly coordinator at school.

· Participated in Street Plays
Computer Skills:
· HRIS applications (HR Net, Oracle, PeopleSoft Enterprise Human Resources)
· Proficient in MS Office (Word, Excel, PowerPoint, Access, Outlook)
Personal Details:

· Date  of  Birth          :     12th November  1975.

· Martial  Status         :     Married.

· Nationality                :     Indian.

· Visa  Status               :     Employment Visa.

· Languages known    :     English, Hindi.

· Joining Notice           :     1 Month.

~ References shall be furnished upon request ~
SAEED AHMED KHAN                    


Human Resource/ Information Technology/ Administration


Residence Visa UAE – Employer Sponsored


Mob: +971 55 8335410


Email: � HYPERLINK "mailto:saeed_khan10@rediffmail.com" �saeed_khan10@rediffmail.com�










