
NAME				: Sylvia Wong
NATIONALITY		: Malaysian
BIRTH YEAR			: 1977 
PROFESSIONAL QUALIFICATIONS: Bachelor Degree of Science (Computer Science) 
LANGUAGES			: English, Mandarin, Bahasa Malaysia 
CONTACT NO. & EMAIL	:  012-2452727 / wshsylvia@hotmail.com 
CURRENT EMPLOYER	:  Malayan Flour Mills Berhad
CURRENT POSITION	:  Senior Manager, Rewards & HR Operations

Overview 
· 22 years’ work experience in HR, especially in Rewards & Performance with > 15 years in management level 
· Introduced work from home policy (before pandemic incident)
· Introduced and designed pay ranges for the Group which impacted 3k headcount 
· Introduced and designed group-wide KPI library and trained employees in setting up KPI
· Implemented new PMS which impacted almost 3k employees 
· Led a team of 4-5 rewards staff and 5 HR Servies Staff before
· Flexible in working as Individual Contributor as well as Managing a team
· Conducted market benchmarking and convinced management to have at least 3 consecutive years of salary adjustment to bring employees’ overall pay position closed to market P50
· Improved and aligned R&D engineers’ pay position at R&D market P50 (managed to get the total 8% increment budget for consecutive 2 years & impacted almost 1k engineers)
· Standardized engineers’ site allowance and hardship allowance with smooth transition across all 4 divisions and impacted 100 engineers
· Implemented Technical Career Path (covers 200 Engineers / Technical people)
· Implemented SOP and act as internal auditor for HR processes 
· Implemented OT system for within the timeline
· Act as Reward Consultant before and handled 60k salary data for clients’ companies from various industries
· Built good relationship and reputation with Clients from MNCs (Motorola, Intel, Agilent, Lumileds, Infineon and etcs)
· Managed to save costs on group insurance plan ranging from 70k to 400k. 
· Successfully formed HR Shared Services: 3 HR Staff to handle 1200 employees Payroll and HR Administration Services.
· Standardized 90% of the benefits across all 8 subsidiaries
· Worked as HRBP for group functions
· Lead 6-7 HRBPs across all 8 subsidiaries
· Managed 13 key stakeholders from group and subsidiaries.
· Handled IR on assigned cases.
· Ability to work in a multi-cultural environment and a matrix organization. 
· Strong computer skills especially Microsoft Office. Good working knowledge on SA, SuccessFactor and local HR systems (e.g. TalentOz, Visual Solutions, HR Avenue) 
· Experience in handling HR system crisis

WORK EXPERIENCE: 

Malayan Flour Mills Bhd (Menara Citibank)
2021 December – 2022 April, 2022 July until Now 
Position Title: Senior Manager – Rewards & HR Operations

· Conduct market benchmarking
· Benefit enhancement proposal
· Review HR Policies, Handbook and SOPs
· Act as COE for Compensation and Benefits and also HRIS
· Manage 3 subordinates from Executive to Assistant Manager Levels
· Lead Rewards, Payroll, Industrial Relation and HR Services functions 
· Design retention program
· Review Group Insurance on Employee Benefits (renewal savings post MCO period: close to 77k cost savings with enhance benefits to cover Covid-19)
· Covers IR function for Head Office
· Achievements: 
· Group insurance renewal savings: close to 77k with enhance benefits to cover Covid-19
· Introduced & implemented Semi Flexi-Benefits program (Medical Outpatient Benefits)
· Revised group wide fresh graduate starting pay
· Revised Remuneration package for Vietnam’s Top Executive

R.E.A.L Education Group Sdn Bhd (Glenmarie Shah Alam)
2019 September – 2021 December (interim work during career break)
Position Title: Senior Manager – HR
Reason of Leaving: Back to full time work force and this company office relocated to Klang Campus
· Conduct market benchmarking for Teachers
· Benefit enhancement proposal
· Digitalization of HR data & reporting
· Act as COE for Compensation and Benefits
· Train junior HRBP and equip them with C&B skills & Knowledge
· Kick-off HRIS project, Employee Master Module - live in Nov 2021
· Save cost on Group Insurance for close to 73k on premium
· Improved Employee Net Promoter Score: 2019 is 6.0, 2020 is 7.0 considered high score during MCO period.

Antah Schindler Sdn Bhd under Jardine Schindler Group (Damansara Uptown, PJ)
2017 April – 2019 January (Almost 2 years)
Position Title: Manager – Compensation & Benefits (almost 2 years)
Reason of Leaving: Career Break for taking care of small kid (2nd Kid but 5th pregnancy)
· Managing 2 countries C&B matters – Malaysia & Brunei
· Conduct market benchmarking to ensure salary and benefits competitiveness
· Responsible on Benefit enhancement proposal
· Oversee payroll, HRIS and HR reporting tools
· Generate all HR letters ie salary changes, promotion, transfer, relocation etc  
· Act as COE on all salary proposal on new hires and other changes in remuneration
· Ensure all international assignee and expat packages, visa and PVP are taken care of with 100% compliance to all statutory requirement including taxation matters
· Work with agent on renewal of foreign labour work permit 
· Yearly review of bonus and increment
· Execute the current Performance management in place 
· Implement work place health & wellness program
· Design and implement reward strategies, tools & recognition program 
· Support the whole company HR cost budget process


Tan Chong Group (Jalan Ipoh, KL)
2010 July – 2017 April (6.7 years)
Reason of Leaving: Lateral move to return to MNC which is similar to ABB (pregnancy related)
Role 1: Senior Manager – Rewards & Performance
TC Motor Holdings Sdn Bhd
· Conduct appropriate benchmarking and market studies to determine Tan Chong’s market position in all locations where we compete for talent
· Supervise on the rewards & performance matters at business operations / offices at oversea countries such as Vietnam, Laos, Thailand, Cambodia, Myanmar, Indonesia and Taiwan
· Design appropriate rewards strategies and policies in order to drive market competitive rewards as well as pay for performance for Malaysia as well as all other countries.
· Develop deep understanding of business operating model and recommend improvements to rewards policy and practices to improve staff retention and cost effective market competitiveness by analyzing available data.
· Ensure close integration and linkage between employee performance and their related rewards 
· Manage group-wide performance management system 
· Manage group-wide job evaluation 
· Design & implement job grading structure and salary scales
· Develop rewards communication which aides in decision making (concept presentation), employee communication (newsletters, messages for intranet, Alerts etc.,) and process communication (performance review guidelines, pay review guidelines etc.) 
· Manage 2-3 C&B/Reward & Performance specialists (direct & indirect reporting staff).

Role 2: Senior Manager - HR Business Partner (3 years)
Warisan TC Holdings Sdn Bhd
· Propose the HR policies and guidelines at Group level 
· Ensure the implementation new Human Resources programs and systems to subsidiaries via Subsidiary Human Resources staff. 
· Review and improve HR policies, processes and procedures.
· Consolidate and standardize HR practices across all subsidiaries.
· Perform HR due diligence in acquiring new business as well as merging on businesses.
· Manage 6-7 HR Staff including subsidiaries HR (direct & indirect reporting staff).

ABB Malaysia Sdn Bhd (Subang Jaya)
2007 July – 2010 Jan (2.5 years)
Position Title: Human Resource Manager 
Reason of Leaving: Career break after New Born
Role 1:  Compensation & Benefits Manager
· Design, develop and maintain Compensation and Benefits programs which are to be internally equitable, externally competitive and cost effective to attract, retain and motivate employees tow\ards higher levels of work performance.
· Review existing organizational salary scale 
· Support information & surveys for Benefits Internal/External Benchmarking for Malaysia. Customize 
· Lead periodic reviews and surveys.
· Assist staffing team in the compensation design and attraction.
· Enforce the consistency of HR approved policies and programs.
· Ensure legal compliance internally & externally.
· Have strong relationship in consulting, influencing, and negotiation.
· Formalize the implementation of pay by performance culture in the company.
· Design and develop merit matrix and promotion table.
· Provide market knowledge in C&B area for manufacturing, sales, marketing, information technology and engineering fields.

Role 2: Head of HR Center
· Design, develop and maintain HR processes in HR center.
· Responsible on Payroll checking
· Manage one HR staff and partly payroll staff
· Manage HR center & payroll center
· Lead in HR operational excellent
· Maintain the SAP project
· Proactively partner with managers to provide strategic advice and counsel in addressing employee and organizational issues.
· Assist line management to align employees’ capabilities with business needs.
· Act as a change agent and coach line managers in people management.
· Manage all aspects of employee relations, address employee, concerns, conduct internal reviews and implement the necessary resolutions and corrective actions.
· Implement Group or Country HR policies and initiatives in the business units.

Role 3:  International Assignment/Expat Management Specialist
· Coordinate with external Tax Consultant and internal Payroll executive to ensure the accuracy of expatriate’s tax reporting in payroll as well as legal documents.
· Responsible on Expat’s policy update
· Work with International assignment team in HQ to implement the Group’s IA regulations and processes.
· Conduct HR services like helpdesk to expats.
· Proactively partner with managers to provide strategic advice and counsel in addressing foreign employees’ issues..
· Manage all aspects of foreign employee relations, address employee, concerns, conduct internal reviews and implement the necessary resolutions and corrective actions.
· Implement Group or Country HR policies in the business units.
· Manage one shared staff


Continental Sime Tyre Sdn Bhd (Petaling Jaya)2007 May – 2007 July (interim 3 months)
C&B Manager
Reason of leaving: Better offer from ABB and ABB is my desired industry

Motorola Technology Sdn Bhd (Petaling Jaya, Cyberjaya & Penang)
2005 June – 2007 May (2 years) 
Snr Executive – Rewards (Compensation & Benefits) Specialist
Reason of Leaving: Career Advancement after 2 years contract although given Renewal increment
· Assist Rewards Manager to develop and maintain sound total Compensation and Benefits programs which is to be Internally equitable, externally competitive and cost effective to attract, retain and motivate employees towards higher levels of work performance.
· Assist Rewards Manager to develop and harmonize countrywide policies and procedures. Ensures consistent enforcement of HR approved policies and programs and ensure legal compliance. 
· Effectively appropriate employee communications via appropriate communication channel and to advise management on communication effectiveness. This includes being responsible for updating Rewards training materials  e.g. Country Rewards websites references, HR Service Centre (FAQs), powerpoint slides etc.. 
· Act as Rewards source for data and information for clients and business partners within and external of Motorola. This includes customizing and generating management analysis formats and reports rewards distribution, productivity metrics, attrition rates, Rewards efficiency reports etc. 
· Conduct market competitive survey. Do job matching and communicate findings. Keep abreast of market trends.
· Set and review pay ranges to ensure competitiveness. Develop start rates and promotional guidelines, confirmation increase etc. 
· Uphold very high quality Rewards Consultancy services and programs for the business that is market competitive, cost efficient, legal and tax compliant and with edge over our competitors. 
· Support R&D, design and integrated partnership of Regional Team with both Business and Technical Practice Leaders. 
· Support information & surveys for Benefits Internal/External Benchmarking for Malaysia vs benchmark partners in Asia Pacific (A/P) 
· Support development for Benefits Inventory, Analysis & Maintenance for Malaysia within the A/P region 
· Support Benefits Communication / Education / Training (focus on HR Generalist & employees), Wellness Initiatives & Programs 
· Diagnose situations, needs or issues and manage resources to help the business deliver results through effective Rewards interventions.
· Ensures that the employees perspective is considered in Rewards decisions and communications
· Successfully drive and changes through to meet strategic business intentions, initiatives and/or regional goals.
· Preserve Rewards accountability and ethics at all times and to act as strategic partner, employee champion, transaction expert and change agent that is aligned to every business goals.
[bookmark: MCP]

The Sunway Group - IT Shared Services Centre (Bandar Sunway)
2004 July – 2005 May (1 year)
Senior Executive – Human Resource Application Support & Delivery Services 
Reason of Leaving: Back to rewards role with better offer
· Develop customised report system for HRMS using Infomaker 7 reporting tool.
· Explore possible ways of developing customized reports which is not in HRMS.  
· Further extend my expertise to other subsidiaries of The Sunway Group in terms of Oracle database and SQL database.
· Maintain and support current HRMS system.
· Manage Oracle database (Oracle 8i & 9i) in several ways: iSQL, and Infomaker 7. 
· Manage HR users’ accounts.
· Involve in HRMS server upgrade and database migration. 
· As a project manager & coordinator in the SDLC of the Time Management System (TMS) implementation for The Sunway Lagoon Sdn Bhd.
· Involved in the development of the ESOS System for The Sunway Group.
· Projects involvement: ePersonal, eESOS, eLeave, and eClaim.

MIS & Associates Sdn Bhd – Salary Survey Company (Petaling Jaya)
2001 February – 2004 June (3.4 years)
Senior Analyst
Reason of Leaving: Better offer & Career Advancement with Larger Conglomerate Company
· Produce reports for clients.
· Survey data management.
· Involve in projects Salary Survey System, Benchmarking Study, Salary Structure & Range, Job Evaluation, Benefits Survey, Merit Increment.
· Deal with HR people from Senior Executive, Manager to Vice President levels.
· Service current clients (mostly are MNC) on using survey report and software.


OTHERS

Expected Monthly Salary: 25k
Willing to be relocated: No
Notice period: 3 months


REFERENCE CHECK 
 
Ms. Tracy Yap
Superior in REAL Education Group	

Mr. Tan Keng Meng
Group CEO of Warisan TC Group
	
Mr. Jeffrey Bok
Superior in Warisan TC Group	

Mr. Derick Khoo
Superior in TC Motor Group
Note : Will provide the contact numbers or email addresses upon reques

