
PORIDA SUMIN 

Female, 46 yearsold
791030-13-5824

Origin: Bintulu, Sarawak 
Contact No: 019-5503116 / 019-8898406
E-mail address: uc.79@yahoo.com


I possess over 20 years of broad-based experience in Human Resources, Administration, and Information Technology, with more than 15 years in frontline management roles, where I have consistently led teams, enhanced operational efficiency, and delivered results across diverse business functions.
BUSINESS INDUSTRY

1. Oil & Gas 
2. Manufacturing 
3. Construction 
KEY SKILLS

1. Emotional Intelligence
2. Change Management
3. Data-Driven Decision Making
4. Cultural Competence

5. Coaching and Mentoring

6. Handling Workplace Emergencies

CORE COMPETENCIES  
1. Strategic Thinking and Planning

2. Leadership and Management Skills
3. Communication Proficiency
4. Talent Acquisition and Retention
5. Employee Relations and Conflict Resolution
6. Legal and Ethical Compliance
7. Performance Management
TRAINING
1. Key Performance Indicators (KPI) – 2009, Miri
2. Domestic Inquiry Documentations & Procedures - 2005, Shah Alam
3. 10 Tools for highly Effective Managers - 2011, Kuching
4. Effective Payroll Administration - 2017, Sibu
5. HR Excellence Workshop - 2021, Hong Kong
6. Domestic Inquiry Documentations & Procedures - 2022, Kuala Lumpur
7. Strategic Leadership Development - 2022, Hong Kong
ACCOMPLISHMENT 

1. Proactively established full project manpower(200headcount) ahead of project schedule (Oil & Gas Sector)

2. Developed and implemented a comprehensive Employee Handbook (Oil & Gas Sector)

3. Developed and implemented a comprehensive Employee Handbook (Manufacturing Sector)

4. Zero penalty in Labour Court disputes (Manufacturing Sector)
5. Led a dispute-free layoff process involving big group employees (Manufacturing Sector)
6. Maintained uninterrupted operations during COVID-19 workplace emergencies (Manufacturing Sector)
7. Successfully managed Work Permit applications ahead of regulatory SOPs (Manufacturing Sector)

8. Proactively established full project workforce of 20 headcount within two weeks, meeting aggressive timeline requirements (Manufacturing Sector)
9. Achieved a 15% reduction in administrative costs (Manufacturing Sector)

EMPLOYMENT HISTORY

1. Employer
: Perama Ferroalloys Sdn Bhd, Jan,2020 - Present
               



Industry
: Ferroalloys Manufacturing (Samalaju)



Position   
: Human Resource, Admin & IT Manager



Subordinate
: 35 subordinates


Reporting to
: General Manager 


Total Manpower: >700 and <1000


Job Scopes 
: 



Responsible for full spectrum of the following Department:

1) Human Resource Department, 

2) Admin Department  

3) IT Department 

Human Resource Department:

•
Manage the full spectrum of Human Resources functions, inclusive 

Policies & Procedures, Recruitment & Selection, Compensation & Benefits, Training & Development, Employee Relations, Expatriate or Foreign Workers Management, and Corporate Social Responsibilities (CSR).  

•
To prepare monthly HR presentation report for shareholders monthly meeting;

•
To prepare HR monthly report for AML (HK) Hong Kong.

a.      Talent Management: 

•
Manage retention and succession strategies in order to sustain the company’s expansion as well as to ensure continuity of critical grades & function; 


•
Manage monthly review and analyse HR reports and summarize to all heads of department regarding outstanding issues to be improved in manpower, recruitment, OT, absenteeism, training courses, attrition rate and exist interview.

b.
Compensation & Benefits: 

•
Ensure the compensation and benefits scheme offered to different grades of employees are competitive to market as well as align with the company’s pay structure & budget;

•
Ensure reports are prepared by compiling summaries of earnings, taxes, deductions, leave, disability, and non-taxable wages;

•
Develop and set up yearly bonus and merit increase review.

c.
Employees’ Relations: 

•
Foster closer working relationship, encourage employee communications, handle staff counselling, grievance and monitor disciplinary actions;


•
Organize worker forum 

•
Manage company sports activities and budget;

•
Organize company events.

d.
Industrial Relations: 

•
To lay down the principles and procedures to employers and employees on the practice of industrial relations for achieving greater industrial harmony;

•
Be advisors with concern about disciplinary problem; 

•
Build and maintain relationship with local labour authority;

•
Handle and advice all issue under labour protection law and update new laws;

•
Comply with federal, state, and local legal requirements by studying existing and new legislation, enforcing adherence to requirements and advising management on needed actions.

e.
HRMS (Human Resource Management System):

•
Overview of all necessary HRMS infra-structure for the Company. 

•
Manage and facilitate paperless HRMS system such as e-leave and -payslip system that fits for company’s operations’ needs.

f.
Training & Development Section:

•
Manage the full spectrum of Training & Development to ensure all the training material are related with the operations and non-operations, and are in place and align with the organization actual work process;  

•
Manage and develop a comprehensive training plan for all grades of staff to ensure that they are equipped with all necessary job skills and knowledge for further career growth development;

•
Manage the analyst training needs, set up training plan and budget including to develop training system to achieve effectiveness;

•
Coordinate with subordinates to ensure OJT program conducted properly, advise and monitor the line managers regarding the succession plan for key position to the high potential employee and coordinate the performance improvement plan for the low performer;

•
Manage and review training materials with subordinates, teach training skills and method to subordinates and supervisors, and evaluate the effectiveness of training programs and instructors from time to time.

Administrative Department:

•
Manage and furnish all the staff with all necessary administration support for the following : 

-
accommodation, 

-
daily transportation for commuting to plant, 

-
canteen management, 

-
telecommunication, office & plant building, 

-
facilities management, landscaping management, 

-
hotel 

-
air ticket booking management, 

-
company fixed asset management;

•
Manage prevention arrangement for the company fire, burglary, fidelity, motor, 3rd party liability, insurance and from all risk;

•
Direct and coordinates the efficient management of administrative service, including the office clerical and support service, printing, mail and messenger service, tele-communications, facilities, maintenance, purchasing, refurbishment, security, company licensing, office renovation and fixed asset;

•
Develop and supervises programs for the maximum utilization of service and equipment including the objectives and operating policies in related areas;

•
Review and manage the rental agreement of employee houses and apartments, staff quarters and employee transportation.
•
Apply and ensure all the Premise / Building possess (OP) occupant permit after the construction done/ after the renovation / alternation of the building done. Attend to any inspection / audit by the government authorities related

•
Assist Safety in application and ensure Plant possess fire certificate. Attend to any inspection / audit by the government authorities related.  
•
Manage Building Facility Maintenance Section (except Plant Building). 
Information Technology Department:

•
Manage IT infrastructure mainly in system or server domain, ensure subordinates to carry out system administration and the implementation of system applications;

•
Manage the development and delivery of IT solutions for organization business and operational requirements including activities that covers system design, implementation and operations;

•
Manage effective interaction between users and technical provider consultancy across the organization relating to applications, systems software, and database or network development;

•
Manage the development and implementation of the IT policies and procedures to ensure continuous implementation and compliances;

•
Manage and design the policy and procedure of preventive management of all IT and related equipment.

2. Employer
: Perama Ferroyalloys Sdn Bhd, Aug - Dec 2019              

Industry
: Ferroalloys Manufacturing (Samalaju)

Position   
: Acting as Deputy General Manager, Support Services 

Reporting to
: General Manager 
Subordinate
: 92 subordinates
Job Scopes
:
Responsible for the full spectrum of Support Services Division:
· Health, Security, Safety and Environment Department.

· Public Affairs Department.

· Human Resources Department.

· Admin Department

· IT Department 

· Quality Assurance Section
· Building Facility Maintenance Section
· Business Development Section 
Quality, Health, Security, Safety, Environment, Business Development, Building Facility Maintenance Department.
•
Directs, develops, and oversees the general health, security, safety and environment policies and procedures of the organization;

•
Ensures the workplace is in compliance with OSHA and other state, 

local, or industry specific regulations and that periodic safety audits are conducted;

•
Develops a systemic process to collect data and analyse the causes of accidents and generate required reporting; 

•
Implements initiatives to reduce and prevent accidents, occupational illnesses, and exposure to long-term health hazards.

Public Affairs Department.
•
Develop, integrate and monitor effective communications plan that leverages brand promise and PR activities designed to enhance company brand;

•
Cultivate and maintain strong media relationships and advance company's position with relevant constituents;

•
Refine company's core messages to ensure brand consistency and resolve public affairs issues;

•
Serve as executive editor for the development, production and maintenance of the company's internal and external communication vehicles, including the main website, marketing materials, publications, newsletters, invitations, flyers, advertisements, and annual reports.

Human Resources and Training Department.
•
Monitor human resources strategies by establishing department accountabilities, including talent acquisition, succession planning, employee relations and retention, SLO compliance and labor relations.

•
Develops human resources operations financial strategies by estimating, forecasting, initiating corrective actions and minimizing the impact of variances.

•
Guides management and employee actions by researching, 


developing, writing, and updating policies, procedures, methods, 


and guidelines, communicating and enforcing organization values.

•
Complies with federal, state, and local legal requirements by studying existing and new legislation, anticipating legislation, enforcing adherence to requirements and advising management on needed actions.

Information Technology and Administrative Department.

•
Monitor the administrative areas ranging from policy compliance by employees to travel, accommodation, vendor management, contract administration, inventory management, security and safety of assets as well as personnel and adherence to legal requirements;

•
Analysing the need, developing and executing the support systems and putting in place required systems for services like security, safety, housekeeping, preventive maintenance, pantry operations, reprographics, office stationery and parking management;

•
Responsible for complete arrangements for annual events, conferences, seminars and other functions of the company organized from time to time and liaison with government authorities for smooth and seamless compliance with required statutory and legal requirements;

•
Drive contract negotiations and finalization with selected vendors/contractors.

3. Employer
: Perama Ferroyalloys Sdn Bhd, 2016 – Jul 2019 
               

Industry
: Ferroalloys Manufacturing (Samalaju)

Position   
: Human Resource & Training Manager
Reporting to
: Senior Manager, Human Resource
Subordinate
: 8 subordinates
Job Description

· Manage the full spectrum of Human Resources (HR) functions, covering policy and procedures, recruitment and selection, Compensation and Benefits, training & development, employee relations, expatriate/foreign workers management, and Corporate Social Responsibilities (CSR), Manpower Cost.; 
· Recruitment and Selection (Malaysia/China/India/Others): Review manpower plan and strategies in accordance to the business needs & goals and manage just-in-time recruitment to support the Company’s operations;

· Talent Management: Develop retention and succession strategies in order to sustain the Company’s expansion as well as to ensure continuity of critical grades & function;

· Compensation & Benefits: Ensure the Compensation and Benefits scheme offered to different grades of employees are competitive to market as well as aligning with Company’s pay structure & budget;

· Employees’ Relations: Foster closer working relationship, encourage employee communications, handle staff counselling, grievance and take disciplinary actions;

· Training & Development: Develop a comprehensive Training Plan for all grades of staff so as to ensure they are equipped with all necessary job skills and knowledge and develop them for career growth;

· Industrial Relations: To lay down the principles and procedures to employers and employees on the practice of industrial relations for achieving greater industrial harmony.

4. Employer
: ACACELL Sdn Bhd, 2013
 - 2015              

Industry
: Craft Pulp Manufacturing (Bintulu)

Position   
: Head of Human Resource (Bintulu Branch)
Report to
: Senior Manager, Human Resource 

Job Description

· Developing and administering human resources plans and procedures that relate to company personnel
· Planning, organizing, and controlling the activities and actions of the HR department
· Implementing and revising a company’s compensation program
· Creating and revising job descriptions
· Developing, maintaining and revising the company’s handbook on policies and procedures
· Performing benefits administration
· Recruiting (Malaysian / non-Malaysian) including writing and placing job ads.
· Conducting new employee orientations and employee relations counselling
· Overseeing exit interviews
· Maintaining department records and reports
· Participating in administrative staff meetings
· Maintaining company directory and other organizational charts
· Recommending new policies, approaches, and procedures
5. Employer
: Persafe engineering Sdn Bhd, 2012-2013
               

Industry
: Construction Engineering (Bintulu)

Position   
: Head of Human Resource
Report to
: Chief Financial Officer 

Job Description

· Managing company staff, including coordinating and supporting the recruitment process
· Onboarding newcomers to the company
· Determining suitable salaries and remuneration
· Providing the necessary support systems for payroll requirement
· Developing adequate induction and training
· Supporting employee opportunities for professional development
· Managing succession planning of staff
· Assisting with the performance management and review process
6. Employer
: Sime Engineering Sdn Bhd, 2011 
               

Industry
: Construction Engineering (Bakun)

Position   
: Senior Executive, Human Resource 

Report to
: Head of Administration
Job Description

· Overall spectrum of HR & Administration

· Develop policy, directs and coordinates human resource activities, such as employment, compensation, labour relations, benefits and employee services.

· Responsible for supervision, administration and management of all staff and the office in general.

· Payroll advices – unpaid leave, overtime, allowance, increment, resignation, new employee, 

· Monitor and review employee’s personal file.

· Lead in the manpower process – manpower   analysis & planning, recruitment, and employment contract. 
· Employment Management:
Supervise and coordinate staff's Letter of Offer. Ensure all contract renewal information and documentation is provided to the respective line managers for decision to be made pertaining contract renewal.
· Performance Management – Liaise with management and head of department on Promotion, probation, termination, renewal of employment. 

· Handle employee's grievance and disciplinary issue as well as provides counselling services. Undertake activities to promote and maintain harmonious employer – employee relationships. Liaise with Local Issues. 

· HR correspondence such as appointment letter, confirmation letter, verification of employment letter, increment letter, resignation letter, end of employment letter, promotion letter, internal transfer letter, show cause letter, warning letter and letter to Client, Sub-Contractor and Authority. 

· Conduct induction program for new joiners related to Terms and conditions of employment, Compensation & benefits, employee handbook and procedures. Coordinate with IT, Administration and Logistic department on the mobilization and demobilization. 
· Work permit for foreign workers.
· Liaise with authorities on HR & Admin matter – Bank, SOCSO, KWSP, Hospital, Insurance, LHDN, Immigration, Police, JTK, 
· Responsible for developing, implementing and organizing the training.
· Liaise with management & head of department i.e. Construction, Technical, Commercial and Administration on HR & Admin matter.
· Monitor & Supervise works of HR Assistant.
· KPI for 2011 – To prepare proposal for :promotion of maintenance department, internal & external transfer of manning, training event, welfare budget & program, departmental allowances rate, departmental / individual corrective performance meeting / review, 

· Assist Head of Administration - review the department work operation and implementation. Monitor, follow up and guide the departmental of their work operation, requirement / progress 
· Lead Human Resource Department (Site Office) and report to Head of Administration. 
7. Employer
: Petromnwork Sdn Bhd, 2010
               

Industry
: Oil & Gas (Miri)

Position   
: Recruitment Consultant 

Report to
: Deputy General Manager
Job Description

· Recruitment of onshore / offshore / office based in Asia Pacific for Oil & gas, Mining & Minerals, Energy & Resources and Petrochemicals & Chemicals Industries.
· Data mining through web search tools & internet database, head hunting & Executive search. 
· Sourcing, evaluating, reference checking and vetting the candidates. 
· Liaise with candidate on the employment and interview.
· Coached, prepped and mentored candidates on interviewing skills and techniques.  
· Interacted with hiring managers to understand hiring criteria and providing consultancy to the clients.
· Prepare Job Description and advertisement and consulted Support Team on advertising methods and techniques.

· Controlling the recruitment process from start to finish
· Effectively maintained recruiting database with applicant information and notes’
· Developing and identifying new business opportunities
· Feasibility Study of the client, Market Research & analysis and salary survey.
· Regularly visit/maintain/building client and candidate relationships to retain existing business and secure new business
8. Employer
: Oceancare Corp. Sdn Bhd, 2009               

Industry
: Oil & Gas (Miri)

Position   
: Head of Human Resource 

Report to
: General Manager
Job Description

· Develop policy, directs and coordinates human resource activities, such as employment, compensation, labour relations, benefits and employee services.

· Responsible for supervision, administration and management of all support staff and the office in general.

· HR correspondence such as appointment, confirmation, verification of employment, increment, resignation, end of employment, self termination, promotion, internal transfer, show cause, warning letter and letter to Client and Authority. 

· HR Policies and Procedures:
Formulate, develop and implement HR Policies and Procedures. Monitor and revise HR Policies and Procedures.

· Formulate, develop and coordinate HR Programs and activities.

· Manage and monitor the efficient of monthly payroll. 

· Monitor and review employee’s personal file as well as records on increment, overtime allowance and incentive. 

· Recruitment & Selection:
Coordinate with General Manager for manpower planning, forecasting and analysis and conduct the interview. 

· Employment Management:
Supervise and coordinate staff's Letter of Offer

· Performance Management. Handle employee's grievance as well as provides counselling services. 

· Manage and monitor Employees training and development. 

· Monitor Work Permit for foreign workers. 

· Monitor administration of logistic, hotel and air ticket of mob and demob staff to and fro work location. 

· Attended meeting with Client pertaining to HR & Administration issues. 

· Human Resource Key Performance Indicator for 2009:
Prepare & implement Exit Interview Procedure

Prepare & implement policy on recovering of cost of Training and -Medical Check up from employee.

Improve Employee database

Improve content of LOE

Revise, standardize and Implement Employee Handbook

Create and Implement Succession Planning & Salary Scale

Prepare calendar events, Budget and proposal.

Upgrade HR Orientation program

Improve CV database

Create and implement Leave database

Create Training Needs and analysis, and Training Matrix.

· As a Head of Department of Human Resource and Reporting to General Manager. Monitor & Supervise, HR department, Admin department, Logistic department, Housekeeping department and store and warehouse department.

9. Employer
: SIME Engineering Sdn Bhd, 2003 – 2008

Industry
: Construction Engineering (Bakun)

Position 
: Human Resource Executive
Report to
: Head of Administration  

Work Description

· Lead in the employment process – manpower   planning, recruitment process, and employment contract.
· Annual / monthly Performance management- Confirmation and renewal of employment.
· Work permit administration.
· Employees Insurance- Group Insurance (MNI), SOCSO and CIDB Claims. 
· Maintain and responsible for all data of employee personal files.
· Payroll advices-salary, allowance, Overtime and Increment.
· Responsible for developing, implementing and organizing the training.
· Conduct induction program for new joiners related to Terms and conditions of employment, Compensation & benefits, employee handbook and procedures.
· Assist Human Resource Manager in reviews compensation & benefit packages (welfare).
· Communication of Employee Relations and Industrial Relations
· Prepare Human Resource outgoing letter to employee, Departmental, Sub-Contractors and Client. 
· Coordinate and organize Site visits.
· Supervise HR Assistant works such as check and verify monthly report, carry out checking on related matters on monthly basis to ensure filling system and database are updated. 
· Acting as Human Resource Manager while HRM on leave / HQ Office.
10. Employer
: Sekolah Menengah Kerajaan Belaga, 2002
               
Industry
: Education Secondary School (Belaga)



Position   
: Teacher – Sarawak

JOB PREFERENCES 

Willing to travel

: 
Yes 

Willing to relocate
: 
Yes
Current Salary

:
RM25,670.00 
Quarterly KPI Incentive

Company car and fuel provided 
Availability

: 
2 months’ notice


