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	1. Professional Objectives
	 
	 
	 
	 
	 
	 


I am aspiring to take up a challenging role and deliver the best of my experience and knowledge to this esteemed organization. I am passionate about creating a difference by taking up complex and highly demanding roles in the organization that I work for.

I possess a good academic background and excellent proficiency in the English Language Skills (both verbal and writing). 

	2. Personal Particulars
	 
	 
	 
	 
	 
	 


Date of Birth

: 14 October 1988

Nationality

: Malaysian

	3. Key Personal Strengths
	 
	 
	 
	 
	 
	 


1) Have good interpersonal and team-building skills,

2) Willing to learn and can get along with people,

3) Take on decision making process in various capacities,

4) Polite and soft-spoken,

5) Good client handling skills and managing escalations,

6) Highly Quality driven and self-initiated to learn new things very fast,

7) Possess the art of convincing people,

8) Integrity and commitment,

9) Believe in personal strength & smart work.

	4. Language Skills
	 
	 
	 
	 
	 
	 


(Proficiency: 0=Poor; 10=Excellent)

	Language
	Spoken
	Written

	English
	10
	10

	Malay
	10
	10

	Mandarin
	10
	10

	Hindi
	10
	3

	Gujarati
	10
	3


	5. Computer Proficiency
	 
	 
	 
	 
	 
	 


Microsoft Excel – Excellent
Microsoft Word – Excellent
Microsoft Power-point – Excellent
OpenOffice Word Processor – Excellent
OpenOffice Spreadsheet – Excellent
SAP - Excellent
	6. Academic Qualifications
	 
	 
	 
	 
	 
	 


September 2011 – December 2013
Masters in Business Administration (Finance)
Universiti Putra,

Qualification: Masters Degree


July 2009 – April 2011
Bachelors in Business Administration (Finance) with Honours


Qualification : Bachelor’s Degree


June 2006 – May 2009
Diploma in Business Studies

Qualification: Diploma
	7. Working Experience
	 
	 
	 
	 
	 
	 


April 2014 - Present
Schlumberger Malaysia
Bandar Utama, Malaysia
Position: SAP HRIS Analyst


Responsibilities:

1. Perform SAP HR functions including hiring, terminations, promotions, employee documentation, and benefits administration
2. Perform SAP transactions such as recording absences, attendances, payments, and deductions
3. Provide reports to the HR/Management Team Support Line Management and HR as needed
4. Identify and participate in continuous improvement initiatives
5. Conduct research and analyzes data on assigned projects
6. Serves as the subject matter expert for HRIS to the clients, helping to assess business issues, creating and maintaining interfaces, providing knowledge on system administration responsibilities including security, workflow and system configuration
7. Work with internal payroll and benefit teams as well as the client, helping drive long term strategic direction and process improvements while providing guidance on features, functionality and necessary enhancements to the system
8. Review and analyze customer information; transforms information into specifications to be used for business development
9. Engage and work with the client and internal teams to ensure they are informed of all relevant changes to the system and to coordinate activities or projects as necessary
10. Work directly with clients to help troubleshoot issues
11. Escalate non-routine inquiries and issues accordingly
12. Create complex reports using Cognos Business Intelligence
13. Provide client with best practice recommendations and guidance
14. Gain a strong knowledge and understanding of HR business processes and procedures
15. Ensure compliance with the Data Privacy and Protection guidelines and relevant legislation

16. Comply with all applicable Schlumberger standards and policies
February 2012 – March 2014
British American Tobacco Malaysia

Position: HRIS Analyst

1. Work closely with other team members and business units to understand business processes, goals and gaps and implement Workday solutions (e.g., reports, processes, workflows) that address the business’ needs

2. Lead the project management and execution of major system changes (e.g., updates, integrations, new configurations)

3. Participate in all aspects of system testing, including development of test strategy plan and documentation for new functionality releases
4. Serve as the main point of contact on integration file feeds between HRIS and other outside vendors including troubleshooting any file transfer failures

5. Support HR Operations with reporting technology to ensure any critical issues are resolved quickly

6. Partner closely with various business stakeholders (Talent Management, Compensation, Benefits, Recruiting, IT, Finance, etc.) to ensure open communication regarding upcoming projects, resource requirements, and project participation

7. Provide technical support as needed to Workday end users
May 2011 – January 2012
British American Tobacco Malaysia

Position: Financial Analyst
Responsibilities:

1. Customer Services
· Develop a sound understanding of the services provided to the business and the impact of service delivery failures

· Proactively liaise with business customers when incidents or problems arise, assessing the
business impact with the customer, and obtaining their approval for significant recovery
decisions

· Act as point of contact for overall service issues including quality of service and repetitive
incidents

· Ensure timely query resolution by APFSS teams and demand prioritization

· Operate the Helpdesk, resolving customer queries/concerns via the telephone, e-mail, intranet, and fax in a timely manner

· Escalate unresolved problems to appropriate process teams
2. Service Management

· Update Service Management Framework that includes service measurement process and
service management reporting structure

· Assist in developing monthly service management reports

· Document formal review meetings with business customers

· Assist in maintaining service definitions with the customers, using agreed Service Level Agreements (SLA) change process, and ensure that they clearly reflect the customers’
requirements and relevance to the contract

· Assess, with the customer and internally, the implications of any changes to service level
requirements

· Facilitate resolution of complaints/issues affecting customer relationship in coordination with relevant APFSS organizational units

· Maintenance of customer satisfaction levels in areas covered by SLA
3. Quality Management and Continuous Improvement

· Assist in implementing and monitoring quality management system (plan, templates, policies and procedures, etc.)

· Communicate and create awareness on quality management system

· Assist in performing quality audit of internal methods and processes

· Assist in performing quality assurance review of internal and external programs

November 2010 – April 2011
KPMG


Position: Audit Intern

Responsibilities:

1. Collect and examine financial records to ensure that they are current and to make sure that the entities abide by pertinent laws and regulations with regard to their finances.

2. Interview employees and managers of companies and corporations to determine that their statements match up with the financial records of the company.

3. Prepare reports relating to their findings with regards to the financial stability of the company
and proper accounting procedures.

4. To ensure that the company is abiding by laws and regulations, keeping their books in order, checking into insurance and unemployment coverage, examine tax documents and determine if the objectives of the company are being actively pursued.
	8. Extra Curriculum Activities
	 
	 
	 
	 
	 
	 


Universiti Teknologi Mara

2006 

- 
Vice-Chancellor’s Cup Debating Championship




Self-Confidence Seminar of Public Relations 

2008/2009 
-
 Facilitator for Undergraduates Leadership Based Programme

SMK KGV

2005

-
Inter-State English Drama Competition (2nd Place)

Chung Hua

2004

-
Vice President of the English Language Society

- 
Royal Public Speaking Competition Finalist (District Level) 



-
English Drama Competition Finalist  (District Level)



-
Parliament styled English Debate Competition Participant (District Level)



-
Malay Debate Competition Participant (Disctrict Level)



-
Winner for Scrabble Championship (State Level)

2003

-
1st Runner-up in the Parliament styled English Debate Competition(District  

Level)



- 
Royal Public Speaking Competition Finalist (District Level) 



-
Malay Debate Competition Participant (Disctrict Level)

2002

-
English Drama Competition Finalist  (District Level)

-
1st Runner-up in the Parliament styled English Debate Competition(District  Level)



- 
Royal Public Speaking Competition Participant (District Level)

