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	Oi-Tuck Wong, Joey
Manager, Human Resource at Burger King Malaysia

	
	(+60) 0123903893 | joeywot@gmail.com | 33 years old | Shah Alam, Selangor

	
	Experience
	9 years

	
	Previous
	Senior Executive, Recruitment
Domino’s Pizza Malaysia

	
	Education

	Universiti Putra Malaysia
Bachelor of Science Human Development and Management (2007)

	
	  Major
  Grade

  Nationality
	Double Major in Management & Psychology
Honours First Class | CGPA: 3.78 / 4.00

Malaysian


	Experience

	Dec 2015 - current
May 2014 – Dec 2015

Jul 2011 – May 2014
(2 years 10 months )
	Manager, Human Resource (MY)
Cosmo Restaurants Sdn Bhd
(background)
Burger King Malaysia & Singapore was officially bought over by 99 Speedmart Sdn Bhd in Aug 2015

Promoted as HR Manager in Dec 2015 until current

(leaded new project)

· Have leaded the Mutual Separation Scheme (MSS) project after the bought over

· Merging new HR policies between 99 Speedmart & Cosmo Restaurants, producing new company handbook
· Changing new HRIS (from MCSB to HR2000). Involved in entire system changing process from data migrating, system testing, implement Time Management System (TMS), payroll, biometric machine installation.
· Responsible to assist new management in new business industry (F&B). Strategize new recruitment method

· Reviewing current Restaurant Team capabilities through operations evaluation, face-to-face interview
· Work closely with Operations to ensure employee engagement programmes on-the-go
· Oversee full HR spectrum including payroll, recruitment and industrial relation. Working with a team of 5 person
Assistant Manager, Human Resource (MY & SG)

Cosmo Restaurants Sdn Bhd

Burger King Singapore Pte Ltd

(Burger King Malaysia & Singapore) 
Selangor, Malaysia 

· Manage and coordinate the entire spectrum of the daily operations of HR Department for both Malaysia 
· and Singapore

· Responsible to the formulation, review and implementation of policies, procedures and best practices in   

· HR functions

· Responsible to effectively partner with both countries HR team / Line Managers / HOD to deliver HR solutions and ensures consistent HR practices across the Company

· Ensure optimization of human resources / talent across the brands through active recruitment and on- boarding initiatives

· Manage and ensure adherence of Compensations & Benefits practices

· Coordinate and promote the development and retention of human resources

· Update and revise all HR related documents, standard operating procedures, policies and procedures and informing all employees within the assigned country and its relevant brands accordingly

· Resolve issues escalated from internal customers in a professional, tactful with implementable solutions
· Work closely with Operations to ensure employee engagement through conduct of surveys and other diagnostics approach

· Assist in implementing and monitoring the selection criteria for all positions within Malaysia and Singapore

· Work with Immediate Superior and Operations team to determine recruitment strategies, apply  recruitments methods, instruments and work with partners/vendors in the recruitment process

· Handle staff grievance and disciplinary cases within the country

· Provide regular reports to management: staff movement, employee retention plans and progress, etc
Senior Executive, Recruitment

Dommal Food Services Sdn Bhd (Domino's Pizza Malaysia)
Selangor, Malaysia

	 
	Specializes in Staffing and Recruitment
· Leads the operations-related hiring team (Call Centre, Store Operations & HQ)
· Oversees the total HQ hiring ranging from Assistant to Head of Department level

· Manage entire interview process including posting, sourcing, screening, interviewing and final  
selection

· Maintain existing relationship with executive search firms, negotiated contracts, and closed positions

· To pre-screen, shortlist and conduct interview to source for suitable candidate to fulfil the business 
needs and conduct reference checking for those shortlisted.

· Develop and cultivate strong relationships with various levels of management, candidates and   
external recruiting sources

· Liaise with advertising agencies on newspaper advertisement. To brainstorm more new advertising 
ideas and to control on advertising cost
· To prepare job advertisements, web postings, online posting, specifications for external recruitment  agencies and other material in accordance with the organization’s recruitment standards/business 
needs

· Involves heavily on-campus interviews, career fairs, career talks and information sessions held in colleges

· Also participate in store level hiring such as joining recruitment drives in Klang Valley & outstation for 
Restaurant Managers and crew hiring and work closely with Operations for hiring plan

· To coordinate events and collaboration with colleges and universities for hiring target

· To brainstorm, plan and implement better hiring strategies

· Take in-charge of hiring branding and image with Marketing Department for all hiring tools (banners, 
bunting, flyers, etc
· To review new design and ensure all hiring tools are complete and fully equipped in stores

Recruitment Collaboration Achievements with Colleges/Universities (Malaysia & Singapore)

· Organized career talks/briefing in UiTM Puncak Alam, Universiti Pendidikan Sultan Idris (UPSI),  
College Breyer, IKBN and FIM

· Successful 3 years duration MOA signing with UPSI – Faculty of English Language for Customer 
Service Call Centre Internship Programme (DPIP – CSC). Manage to stabilize CSC manpower  
strength and turnover rate during festive seasons & peak hours. Labour cost is greatly reduced.

· Successful 3 years duration MOA signing with College Breyer – Diploma Information System for 
Customer Service Call Centre (DPIP – CSC)

· Successful 3 years duration MOA signing with College Breyer – Cert/Dip of Culinary & Hotel  
Management Operations Internship Programme

· Involve to handle Singapore store operations hiring matters:
    > Review and renew hiring tools such as flyers, banners & buntings
    > Explore new hiring avenues such as mosques & senior citizens
    > Manage to organize recruitment collaborations with mosques for live walk in interview
    > Manage to tap on Silver Spring for senior citizens hiring and organize first career talk in 
       Hougang Job Hub

	 
	 
	 

	Dec 2007 - Jun 2011
(3 years 6 months )
	Human Resources & Admin Executive
Auric Chun Yip Sdn Bhd

	 
	Specializes in staffing & recruitment: 
· Responsible in the whole recruitment process: from interviewing, hiring, preparing offer letters, orientations, confirmation appraisal, resignations)

· Handle total company’s recruitment activity (from non-exe to senior manager positions & temporary positions).

· Process respective HOD’s request to hire for new position/direct replacement by seeking Management’s approval. 
Once obtained approval, will disseminate recruitment news via online, local newspapers and recruitment agencies. 

· Scan & filter all in-coming resumes and select relevant applicants to be given to respective hiring manager. Arrange interview for shortlisted candidate. 
Positions were filled up within 2 months’ time.

· Prepare appointment letter for successful candidates and conduct orientation for new joiners. 

· Keep track on new staff Confirmation Appraisal & issue Letter of Confirmation upon approval. 
Handle staff's resignation: resignees’ last drawn salary computations, last working day (leave pay, salary in lieu, balance annual leave etc. Issue Acceptance of Resignation.

· Handle temporary position recruitment. Advertise through Mudah.my to minimize company's recruitment cost. Responses were good and immediate temporary vacancies were able to fill up within 2 weeks.
      
Handle staff's monthly expenses claim reimbursement: 
· Ensure data & amount is accurate. Claimant's claim according to company's policy. 

· Expenses claim is commutated via QuickPay payroll system.
 

Training & Development:
· Coordinate & arrange staffs for training based on company's budget. 
Eg: Microsoft Word/Excel/Power Point, Handling Misconduct & Domestic Inquiry etc.
 
Maintain & Upkeep Company's Leave Management
· Successfully launch E-Leave System with MIS Dept assistance.
· Conduct internal training for staffs to use new E-Leave System and solve their inquiries.

	 
	 
	 

	Jul 2007 - Dec 2007
(4 months )
	Corporate HR Executive
Panasonic Air Conditioning (PHAAM)

	 
	Planning Roles:
· Hands on SAP system
· Conducted 2007 Non-Management Promotion Exercise as my first project.
· Collected various data such as: 2006 1st Half & 2nd Half Non-Management staffs' performance appraisal data, latest non-management promoted staff's details and headcount (by division/department), staff's overall / summary past attendance record and Future 5 Years Manpower Health Analysis.
· Prepared proposals/power point presentations in scheduled Board Meeting to propose suitable and outstanding staffs as promotion candidates. Data presented in charts & graphs will enable the Board Members to realize the importance of staffs promotions

· Proposals had been successful and approved in one time Board meeting presentation.
Non-Management Appraisal Form was created and edited to match current appraisal needs and standards. The 2007 Non-Management Staffs Promotion Exercise was officially started by distributing Non Management Appraisal Form to respected HOD. HOD(s) are required to appoint potentials staffs for promotions based on their past working performance.

· Policies proposed and implemented is increment of RM200.00 increment for new staffs who graduated with First Class Honour, Cross-Promotion (e.g HR Manager position can be filled-up by promoted staffs who are from Executive, Senior Executive or Assistant HR Manager level, whoever is more capable)

Industrial Relations Functions: 
· Involved in Union Negotiations meetings - Electronic Industry Workforce Union (EIWU) Negotiations which was held in Subang Holiday Villa.

· Represented Corporate Human Resource Division to present on non-management staff's overall 2007 Performance Appraisal Summary.

· Prepare a summary chart & graphs on non-management staffs' 2007 Performance Appraisal.

· To highlight to Union on the number of staffs who achieved Excellent, Good, Average & Unsatisfactory gred. 

· Meeting is open to Q&A session where non-management staffs are encouraged to question management's plans & decisions or even negotiated the best for their members.

Administrative Roles:
· Created Employee ID for new joined staffs.

· Prepare staff's Confirmation Appraisal for staffs who successfully completed their 6 months probationary period or early confimation staffs.

· Hands-on experience on SAP HR System.

Training Attended:
· Participated in 2007 Pembangunan Sumber Manusia Berhad (PSMB) Conference: Achieving Organization Excellence Through Human Capital Management in Sunway Pyramid Convention Centre.

· Exposed to more HR functions such as appraisals, salary/payroll, training & development & so on.

	 
	 
	 

	Sep 2002 - Nov 2002
(2 months )
	Industrial Trainee
Sunway Lagoon Theme Park

	 
	· Given opportunity to handle employee record management such as leave record and leave attendance. 
· To ensure staffs utilized leave entitlement beneficially and punctual for work. 
· Conducted 2 session of Walk-In Interview for Non-Executive & temporary positions such as ride attendances and technicians. 
· Screened through suitable candidates for every permanent & management level positions and sent to respective HOD for further consideration. Schedule interviews for shortlisted candidates via telephone or email and make sure candidates turn-up for interview. To remind them for interview 2 days before the actual interview date. 
· Create Employee ID and "swipe" card for new staffs, date updates & key new staffs' personal data into system to enable payroll processing in future. Download their attendance record every day to keep track on the "time-in" & "time-out" trends.

	 
	 

	Languages

	Proficiency level: 0 - Poor, 10 - Excellent

	Language
	Spoken 
Written 
Relevant Certificates

	English 
	   8 
   8 
-

	Bahasa Malaysia
	   8 
   8 
-

	Chinese
	   8 
   0 
-

	 
	 
	 

	About Me

	Marital Status

Address
Current Remuneration

Expected Salary
	Married with 1 child
No. 76, Jalan Sungai Merbau 32/84, Kemuning Greenville 40460, Shah Alam, Selangor.
RM 6,500

RM 7,800

	Referees

	Upon Request
	


