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CAREER OBJECTIVE
I am goal-oriented with a strong desire to succeed in the field of Human Resource and contribute my effort to the development of Malaysia.
PERSONAL PARTICULARS
	Age
	:
	39 years
	Date of Birth
	:
	10 April 1985

	Marital Status
	:
	Married
	Gender
	:
	Male

	
	
	
	
	
	

		
	
	






EDUCATIONAL BACKGROUND

	Highest Education
	2018-2020


2014-2015
	:


:
	Master In Arts – Human Resources Management, University Northampton, UK
(Collobration with Malaysia Employer Federation- MEF)

Certified Human Resource Manager, Malaysian Institute of Human Resource Management





	2005-2009
	:
	Bachelor's Degree in Human Sciences (Hons), International Islamic University Malaysia.
· Major in Sociology and Anthropology.
· Minor in Islamic Revealed Knowledge
· CGPA : 3.207

	

	2003-2004
	:
	Matriculation Centre of International Islamic University Malaysia, Petaling Jaya.

	

	1998-2002
	:
	Sijil Pelajaran Malaysia, Sekolah Menengah Kebangsaan Agama Falahiah, Kelantan.
	



COMPUTER SKILLS
 SAP, Bossnet, Workday, MS Words, Excel, MS Office and SPSS skills.



		WORKING EXPERIENCES

Company Company Name : Lembaga Tabung Angkatan Tentera (LTAT) 
Work Location  : Kuala Lumpur
Duration : March 2022 – Present 
Role : Assistant Vice President – Human Capital

· Assisting Vice President - Human Capital in managing and ensuring overall matters related to Resourcing and Placement for LTAT are carried out strategically, efficiently, and effectively;
· Manage overall recruitment process strategically and operationally;
· Assist in implementing talent acquisition strategies and initiatives to be aligned with the overall business strategy.
· Assist to develop, review, coordinate, administer and implement Recruitment SOP and
LTAT’s policy in accordance to current needs.
· Responsible as secretary in monthly Human Resource Committee (HRC) meeting between
Human Capital Department and Management.
· Prepare proposal papers and slides presentation for Human Resource Committee Meeting,
Nomination and Remuneration Committee meeting and Board meeting.

Company Company Name : Kemaman Bitumen Company Sdn Bhd 
Work Location  : Kemaman, Terengganu
Duration : June 2020 – March 2022
Role : Assistant Manager – Human Resource 

· Main responsibilities are to assist the Head of Human Resources in general HR functions with high focus on employee relations, employee welfare, talent acquisition, training and development, HR projects, communications and support administration.

Company Company Name : SEA Hibiscus Petroleum Sdn Bhd
Work Location  : TTDI, Kuala Lumpur
Duration : November 2019 – June 2020
Role : Human Capital Generalist 

· Assist in talent acquisition and recruitment processes (identifying candidates, conducting reference checks and issuing employment contracts).
· Conduct employee onboarding / Induction for new joiner.
· Assist in development and implementation of human resource policies.
· Gather and analyze data with useful HR metrics, like time to hire and employee turnover rates.
· Assist in preparing Work Program Budget (WPB).
· Responsible to coordinate with the Payroll team for timely processing of payroll and ensure timely and accurate payment of employees.
· Perform other duties as required and assigned.

Company Company Name : Lafarge Malaysia Bhd
Work Location  : Rawang, Selangor
Duration : April 2019 – October 2019
Role : Senior Executive – Human Resource 

Assist the HRBP in HR functions from Recruitment, training, staff welfare and counselling to compensation and benefits for the respective population.

· To provide operational and administrative support to the Human Resource team related to Recruitment, training & development, compensations and benefits, industrial relations, payroll advise and employee relations.
· To update and maintain employment records via HRIS system (Bossnet & Workday).
· Responsible to coordinate with the Payroll Specialist and RSBC team for timely processing of payroll and ensure timely and accurate payment of employees.
· To facilitate processing all status change for new hires, promotions, transfers, performance reviews and terminations.
· To ensure staff database are properly updated & organise proper record keeping.
· Coordinates and conducts new employee orientation, processes all new hire paperwork, and to also to ensure that the resignation process is in order.
· Facilitates and guides local management in employee relations and other issues.
· Support and coordinate the annual salary review, promotions and performance bonus payroll payout exercise, including preparation of staff database, payout calculations, analysis and stimulation of proposed payouts, coordination with department heads and communication to staff.
· Coordinate the submission of mid-year and year-end performance appraisal.
· Manage a good relationship with the Union and highlight pertinent information to HRBP for further action as necessary.
· Ensure staff welfare activities are carried out as per the company's policies and guidelines.
· Responsible for coaching and supervising of subordinates within the section. Prepare report on daily and weekly activities related to the HR department.
Company Company Name : Kemaman Bitumen Company Sdn Bhd 
Work Location  : Kemaman, Terengganu
Duration : January 2018 – April 2019
Role : Senior Executive – Human Resource 

· OVERALL HR MATTERS IN REFINERY: consistenly liaise, update and consult HRM in Head Office on progress of critical HR activities and any issues in timely manner 
· TRAINING & DEVELOPMENT: To assist HRM for identifying staff training and development needs, and for planning, organising, training record and overseeing appropriate training.  This include the monitoring and assessment of the training programme as well as the ROI and gauging the efficiency of the programme and trainer.
· RECRUITMENT & SELECTION: To assist in recruitment by making arrangement for Advisement, selection, interview, accompanied department user in refinery, make recommendation and prepare the related document for the hiring process to Head Office.
· EMPLOYEE WELFARE: To assist HRM in planning and coordinate all employee sport and social company-sponsored event to include the annual dinner & family(alternate year), staff birthday celebration, arranging for new born & staff wedding gift.
· EMPLOYEE COMMUNICATION: As liaison between Human Resources, other corporate departments and employees regarding Human Resources issues, Assists in benefit communications by answering employee question and establishing liaison with the company’s carriers.
· EMPLOYEE RELATION: To assist HRM administering staff disciplinary procedures are being adhered, advise HOD’s for action to be taken.
· EMPLOYEE SEPARATION: Conduct Exit interview for departing employees for employee relation evaluative purpose and advise HRM on the issues and concern raise, determine final wages, notice in lieu and ensuring clearance is done.
· NEW STAFF ORIENTATION, INDUCTION AND DOCUMENTATION: Provide and coordinate orientation & induction for refinery staff and make necessary arrangement for new employees on boarding.
· OTHER FUNCTIONS: To assist and support Snr GM Refinery and HRM on HR functions and issues and other ad-hoc project.

Company Company Name : Scomi Group Bhd
Duration :  Nov 2016 – January 2018
Role : Senior Executive – Human Resource 

· Manage employee database(Top management) on a monthly basis that includes all cost associated to the employee.
· Responsible in performance management and preparing data of internal and external salary and benefit surveys – towards calculation and data analysis for salary review and adjustment recommendations.
· Improve policies & Procedures and process flow within organization.
· To ensure compliance of the Human Resource policies and procedures and the relevant statutory and regulatory requirements.
· To maintain and update organization chart and to communicate on any changes.
· Discuss and manage HR budgets with Head – HR.
· To facilitate in Job Evaluation exercise (manage interview for job description and interview for job evaluation, arrange presentation and discussion with management).
· Ongoing updating Job Descriptions for top management level.
· To oversee Countries Operations (operations support) – Recruitment, Employee Movement, Global Reports and Performance Management.


Company Name : Scomi Oiltools Ltd, based in Kingdom of Saudi Arabia
Duration :  April 2016 – Oct 2016
Role : Senior Executive – Human Resource 

· Responsible for day-to-day running office administration & HR functions in areas of Recruitment, Training, Compensation & Benefit, Staff Transfer and Staff Confirmation documentations for Saudi Operations.
· Responsible in performance management and preparing data of internal and external salary and benefit surveys – towards calculation and data analysis for salary review and adjustment recommendations.
· Responsible on the recruitment needs including sourcing for candidates, interview arrangement with hiring managers, selection and hiring process for Saudi Ops.
· Assist employees attached to Saudi Operations as internal customers in the benefits administration – including claims reimbursements, insurance coverage, payroll enquiries and other relevant benefits;
· To maintain and up –to-date of new joiners attached to Saudi Operations, resigned staffs, work permit, personal filing & other administrative work.
· To issue and record official letters (Appointment / Confirmation / Increment / Bonus / Warning / Resignation / Acceptance of Resignation / Allowance / etc.) for employees attached to Saudi Operations. Issuance of HR documentation / letters)
· To conduct Orientation/Induction programme for new joiner.
· Any other duties as and when assigned by the General Manager – Human Resource & Country Manager.

Company Name : Scomi Oiltools Sdn. Bhd.
Duration : April 2014 – March 2016
Role : Senior Executive – Human Resource 

· Ensuring the effectiveness of HR functions in areas of Recruitment, Training, Performance Development, Employee Mobilization and Confirmation for Scomi Group Bhd and Scomi Energy Services Bhd.
· Drive and monitoring the execution of the PACE(Performance) for Scomi Group Bhd & Scomi Energy Services Bhd, Career Development Program for job and personal enhancement.
· Provide support in Industrial Relations cases and produce relevant reports for management tracking
· Monitoring HRDF claims(PIC for HRDF matters)
· Provide support for International Medical Insurance (CIGNA & GENERALI)
· Developing Training material: HR for Non – HR training
· To assist Head – HR in developing competency map for HR & Support Functions


Company Name : Scomi KMC Sdn. Bhd.
Duration : January 2013 – March 2014
Role : Senior Executive – Human Resource 

Work Description:

· Ensuring the effectiveness of HR functions in areas of Recruitment, Training, Performance Development, Employee Mobilization and Confirmation for Malaysia Operations.
· Coordinate with the Senior Manager and line Managers in selection/sourcing process that will show good indicators in Employment Engagement Index i.e higher degree in engagement, performance driven, leadership and management effectiveness.
· Closely engaged with the line managers in preparing/maintaining/monitoring the manpower budget/planning, succession planning, job description and organizational development.
· Ensuring an effective hiring proposal and internal equity analysis for all new hiring and the preparation of appointment documentations. 
· Provide data analysis on salary benchmarking for market positions and advise the Senior Manager on market hiring pay structure, salary review and adjustment recommendations based on market best practice.
· Drive and monitoring the execution of the PACE(Performance) for OFS Malaysia Operations, Career Development Program for job and personal enhancement.
· Assisting the Senior Manager in engaging with the line managers in executing the talent identification, career development and retention program.
· Liaise with Group Learning & Development and Technical Training Coordinator for Malaysia Operations towards a structured training Programs
· Monitor and engage the progress of employees the training programs for Management Trainees, Career Development, succession planning and retention programs.
· A member in company-wide process of organization development that addresses issues such as succession planning, superior workforce development, key employee retention, organization design, transformational initiatives and change management.








Company Name : Scomi Oiltools Sdn. Bhd.
Duration : September 2010 – December 2012
Role :Executive – Human Resource 

Work Description : 

· Talent Acquisition
· To manage end-to-end recruitment activities based on identified positions, head counts and time frame for contract executive positions (local and expatriate) and below or temporary staff which are in accordance to the approved budget allocation (i.e. communicate with manpower agency, short listing, interview session and documents preparation). 
· To ensure offer letter to be routed for signature and given to incumbent after completion of benchmarking process.
· To prepare weekly and monthly report on recruiting
· To ensure recruit meet of qualified candidate as company needs.
· To manage and prepare staff offer letter, contract agreement and renewal (local and expatriate staff).
· To manage newcomers briefing (i.e. On-boarding Induction).
· To prepare ERF, proposal, & get relevant approval for Malaysia & Middle East

· Training
· Training and Organization Development; organize and coordinate training course to be held in Malaysia.
· Identify training needs for staff globally
· Liaising with external and internal (Scomi Group Learning and Development) training provider
· Monitoring HRDF claims(PIC for HRDF matters)

· Expatriate Management
· Liaising and manage with Expatriate, Regional, Secondees on the contract terms & conditions (salary & benefits).
· Liaising and manage with Expatriate, Regional, Secondees on the work permit and passport.
· To monitor with agency on the work permit application.
· Handling any queries regarding the work permit procedures with regards to Expatriates, Regional staff.

· Industrial Relations
· Provide support in Industrial Relations cases and produce relevant reports for management tracking.
· Industrial relations matters (termination & dismissal, domestic inquiries, etc.)
· Prepare any related documents for Domestic inquiries (DI).
· Maintain good relationships between employers and employees.
· Compensation & Benefits
· Check calculation and verified (staff salary, overtime, Rig allowances & etc) for Gulf countries
· To prepare proposal package for new staff.

· Others
· Design and revise Staff Requisition forms, Staff Application forms, Interview form.
· Develop and monitoring department annual leave planner
· Coordinate the Employee’s Performance Appraisal exercise throughout the company
· Handling 400 staffs for Malaysia Operations. Dealing with technical & non technical staff.
Company Name : Scomi Oiltools Sdn. Bhd.
Duration : November 2009 – August 2010
Role :HR Trainee Under BANK NEGARA MALAYSIA – GP500 Programme

Work Description : 

· Updating Training Record for Malaysia Operations
· Monitoring training attended by employees
· Posting job vacancy in international on-line website
· Advices to payroll for new hire staff’s salary
· Performing in recruitment function such as new hire induction, internship, issuance of letter appointments, confirmation and resignation. 


	June 2009 – November 2009
(contract)
	Admin Officer

	Pejabat Pelajaran Daerah Tumpat, 16200 Tumpat, Kelantan.





EXTRA-CURRICULAR ACTIVITIES
	2008
	Committee of the Human Sciences Exhibition in Conjunction of IIUM 25th Year Celebration

	2008
	Assistant Director of the SOCASA Social Gathering

	2008
	Committee of the Workshop on Entrepreneurship

	2008
	Football Player in Kulliyyah Champions Cup 08

	2007-2008
	Committee of the SOCASA Social Gathering

	2006-2007
	Football Player in IIUM Sport Carnival

	2006
	Participant in the “Seminar Biro Tatanegara (BTN)”




	

	ACADEMIC PROJECTS: (Research and Writings)
* 2007 - Conducted a community service visited to Persatuan kebajikan Anak Pesakit HIV/AIDS, Nurul Iman Malaysia (PERNIM).
* 2007 - Prepared a research project on “Crime and Personality” and conducted research at Henry Gurney, Malacca.
* 2006 - Conducted a fieldwork research to identify The Socio-Economic of Orang Asli at Kg. Pos Woh, Tapah, Perak.
* 2006 - Conducted a community service visited to Asrama Sentosa, Sentul, Kuala Lumpur
SEMINAR/TRAINING ATTENDED
Course Name : Implementation of TNA & Training Plan & Budget 
Duration          : 26th – 27th February 2018 
Organizer        : IK Academy

Course Name : Job Evaluation 
Duration          : 22nd – 23rd February 2017 
Organizer        : HayGroup

Course Name : Certified Human Resource Manager 
Duration          :  2015 
Organizer        : Malaysia Institute Human Resources Management (MIHRM)

Course Name : Industrial Relations Conference 
Duration          : 21st -22nd April 2011 
Organizer        : MEF Academy Sdn Bhd

Course Name : Industrial Relation Act 1967
Duration          : 2nd August 2010 
Organizer        : MEF Academy Sdn Bhd

Course Name : Handling Misconduct
Duration          : 26th July 2010 until 27th July 2010
Organizer        : MEF Academy Sdn Bhd
Course Name : Employment Act 1955 & Regulations
Duration          : 12th July 2010 until 13th July 2010
Organizer        : MEF Academy Sdn Bhd
Course Name : Training Impact – What Next ?
Duration          : 29th April 2010 until 30th April 2010
Organizer        : MEF Academy Sdn Bhd

Course Name : Termination Of Employment
Duration          : 9th December 2010 until 10th December 2010
Organizer        : MEF Academy Sdn Bhd

Course Name : Development Programme
                          (Communication, Entrepreneurship, Analytical Thinking, And Self Enhancement Skills)
Duration          : April 2010 until June 2010
Organizer        : Bank Negara Nalaysia

Course Name : Penyelarasan Sistem Pengurusan Kualiti MS ISO 9001:2008
Duration          : 17th June 2009 and 20th June 2009
Organizer        : Jabatan Pelajaran Kelantan




	                                                                    Reference 1

	
Name
	
           :
	
Omiza Othman

	Telephone No.
	          :
	016 - 9179363

	Position
	          :
	Manager – HR

	Relationship
	          :
	Colleague

	Email
	          :
	omizaothman@yahoo.com



	Reference 2

	Name
	:
	Haliza Zainal Abidin

	Telephone No.
	:
	010 – 208 8393

	Position
	:
	Head – Human Resource

	Relationship
	:
	Superior

	Email
	:
	haliza@kbc.com.my
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