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Samantha Daly, GMS		Curriculum Vitae	





Personal Profile / Personal Attributes 





Experienced and innovative professional with human resources, customer service and administration skills; competent in using computer packages.


Highly articulate, confident team-builder, able to motivate and communicate to achieve exceptional business performance; seeks and finds solutions to problems


Reliable and dependable with outstanding attention to detail.


Excellent interpersonal and leadership skills; works well with others, motivates and encourages.


Strives for quality and optimisation of performance in all areas of business.


Self-driven, motivated planner with superb organisational skills always seeking to learn and develop skills further.























Experience / Specialisms





Working under pressure to meet deadlines within a fast paced environment.


Supervision of a team to ensure optimum business performance and output.


Communicating and planning to guarantee excellent service.


Problem solving and decision making; recruitment; staff training.


Highly developed expatriate management, negotiation and mediation skills.


Exposure to all HR generalist duties and global mobility.








Achievements





Determination shown to overcome illness and complete a degree while working in a full time management capacity; highlighting personal strength and tolerance.


Utilisation of new techniques to boost revenue in multiple positions.


Successfully working with autistic children to improve education and exposure to a variety of social experiences (voluntary position).








Career History





October 2015 to Present


Senior HR Executive, Oldendorff Carriers, Singapore





Working as Senior HR Executive within a multinational shipping company, I am responsible for a total headcount of 130 employees with two junior HR team members:


 


Recruitment / HR Generalist Duties


Proactively assist the business in terms of recruitment needs; liaising with recruitment agencies; arranging direct job advertisements; short listing candidates and attending interviews with BU Hiring Manager or Director.


Preparing offers and contracts for successful candidates; managing negotiations as they arise.


Applying visa (EP, DP or LTVP) for all new hires, coordinating accordingly with the relevant government bodies.


Discussion of Insurance with all new hires and subsequent enrollment administration.


Manage all leave records, including quarterly updates to local Directors and MD.


Liaise with Finance on a daily basis (salary payments, vendor invoices, advances and reimbursements to/from staff etc).


Ensure staff files are maintained throughout. 








Career History Continued - Senior HR Executive, Oldendorff Carriers, Singapore





Expatriate Management / Housing


Fully responsible for expatriate management (70% of current 130 headcount are expat); initially assist with the home search and liaise with property agent; review all tenancy documentation and sign tenancy agreements; prepare all necessary payments and deposits; liaise with Finance to coordinate ongoing rental payments.


Monitor all Tenancy Agreements on a monthly basis and assist expatriates to renew/extend lease agreements as necessary, negotiating monthly rentals based on new market conditions if applicable.


Serve legal termination notice to Landlords’ as required; ensure all properties are made good prior to hand back to Landlord to ensure deposit return.


Responsible for all expat queries during their assignment, including but not limited to; insurance claims, taxation, salaries, annual leave, housing and management of employee relation issues.


 


Global Mobility


Making use of my GMS qualification I am responsible for the mobility policy, staff relocation and subsequent repatriation (both inbound and outbound).


Liaise with relocation companies for quotes; arrange the packing/unpacking and shipment of household effects; ensure all required paperwork is in place, visa administration and application / cancellation as required; liaise with travel desk to ensure suitable flight /hotel bookings; checking of all final invoices to confirm within quoted amounts – negotiations and push back on any additional costs sustained.


Full on-boarding / off-boarding; package negotiations; Singapore tax clearance


 


Learning & Development


Coordinate with our HR Development Specialist (based in Germany) for training requirements in Singapore.


Liaise with government and tax agents in Singapore for training funding as applicable.


Control training records and conference / seminar attendance for all staff members.


 


HR Projects


Building relationships with local polytechnics and universities to facilitate recruitment of interns and management trainees; participate in career events.


Managed a project to overhaul the company’s group medical, introducing better coverage at a reduced rate offering a cost saving to the company.


Worked with Directors to budget and forecast the next year compensation and benefit packages for employees.





June 2013 to October 2015


APAC Relocation Team Manager, K2 Corporate Mobility, Singapore





Responsible for the running of the office, managing the full Global Mobility Team while reporting and providing support to CEO and stakeholders


Ensure that objectives for the team are achieved in terms of profitability and customer service; management of any complaint escalations


Design and run Global Relocation Specialist training modules; staff selection and training. Management of third party vendor’s performance.


Liaising with clients to ensure reporting and satisfaction targets are met; ensuring that the teams files are properly administered from start to finish


Running of timely billing reports to ensure all relocations are billed in an appropriate fashion; demonstrating solid business acumen and awareness


HR functions to improve staff attitude and recognise the training needs of all team members (throughout APAC region) to ensure KPIs are met throughout the region; full end to end life cycle administration (including maintenance of staff records and expense claims); full Global Mobility management (immigration, shipping, all DSP services – fully GMS qualified); conducting routing process reviews assisting staff to solve problems which lead to under-performance; working to ensure compliance in all business areas.











Hobbies





Travel; keep fit/exercise; reading; meeting new people / learning about differing cultures 





Career History continued





April 2008 – May 2013


Office Manager, Northwood Residential Property, Edinburgh





Responsible for the day to day running of the office, managing the full team while reporting and providing support to company directors, legal and IT departments; record retention; responsible for office expenditure.


Striving to make certain the highest level of customer service is adhered to by all team members whilst meeting sales targets and objectives.


Aiding clients to purchase investment properties and manage client interests going forward through effective property management.


Responsibility for the safe; banking monies; accounts (using Sage); recruitment and training new staff; organising stock; liaising with external contractors; responsibility for payment of all invoices; complaint handling; monthly profit and loss reports to director and franchise headquarters.


Solely responsible for the sale of our unique products to prospective landlords, all associated negotiations and objection handling; weekly sales  and customer service training to all staff.





July 2007 – April 2008


Mortgage Officer, Scottish Widows Bank, Edinburgh





August 2004 – June 2007


Assistant Bar and Restaurant Manager, Edinburgh





Education





2007- 2011 The Open University 


BSc Open Degree Psychology & Criminology 





2003 - 2006 Queen Margaret University, Edinburgh


BSc (Hons) Physiotherapy – Transferred to The Open University





1996 - 2002 Grove Academy, Broughty Ferry


Higher Grades: 


Psychology A; Maths A; French A; English B; Human Biology B; Chemistry C


Diploma: 


Fashion and Design A


Standard Grades: 


Biology 1; Chemistry 1; Physics 1; Computing 1; French 1; Geography 1; Maths 1; English 2





Personal Details





Date of Birth: 		10/12/1984


Driving License:		Full British 


Marital Status: 		Married 













































