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Tony Proctor | HR Professional 

Location: xxxxxxxxxx 
Telephone: xxxxxxxxxxx 

Email: xxxxxxxxxxx 

Professional Profile 

Bi-lingual triple masters qualified HR professional with over 2 years experience of providing exemplary HR 
operational support to businesses across FMCG, IT and retail for some of the world’s most recognised 

brands. 
 

Utilising my in-depth knowledge of HR, Management, Health & Safety and Employment Law, I have been an 
exceptionally strong performer within HR Operational support. I have proven my ability to provide expert 
employee life cycle services across multiple departments, detailed guidance to managers and employees, to 
introduce administrative process improvements that have increased the accuracy and speed of reporting and 
industry research crucial to HR change initiatives and talent development. The hallmark of my work is 
forming collaborative relationships with my stakeholders to optimise the efficiency of any HR function. 

Core Skills 

• HR Administration 
• On/Offboarding 
• Employment Law 
• Employment Contracts 
• Executive Coaching 

• Recruitment/Interviewing 
• Payment Processing 
• MI Reporting 
• Issue Resolution 
• Employee Engagement 

• Compensation/Benefits 
• Stakeholder Management 
• Data Protection 
• Compliance 
• Process Improvements 

Career Summary 

Jul 2016 – Present  xxxxxxxxxxxxx 
    HR Administrator (HR Operations Europe) 
Outline 
Supporting HR Global Shared Services Operations as part of a 12 strong team managing all documentation 
relating to the employee life cycle for all hires across multiple departments. Direct reporting line to Team 
Leader. 
 
Key Responsibilities 

• Managing all incidents raised in order of priority from the internal HR ticketing system (Right Now) – 
e.g. employment contracts, employment packs, maternity requests, terminations, and change in 
hours. 

• Processing recruitment administration utilising Taleo for the onboarding of new to business hires. 
• Regular HR MI reporting to management and employees online. 
• Identifying process improvements relating to customer service, brand, developing brand 

ambassadors and driving employee engagement. 
• Collaborating with Vendors to collect data for payslip/payroll processing.  

 
Key Achievement/Projects 

• Accurately processed between 250-300 documents weekly providing a 360 HR support function 
across the entire retail business. 

• Implemented a new weekly call with managers across Europe to have up to date live information on 
all their HR requirements relating to hires/terminations which expedited the process by 25% and 
eradicated penalties for non-compliance with local employment laws.  

• Produced crucial research on contract law and payslips for individual countries for the GPAY project 
to centralise all operational employee support and payroll in the Netherlands. 

• Handpicked to provide systems training to Interns and more junior colleagues. 
• Achieved excellent feedback from weekly surveys conducted with all employees reference HR 

supported/information I provided. 
 
Sep 2015 – Jul 2016   xxxxxxxxxxx 
    Junior HR Generalist – BLNX, EMEA & Nordics 
Outline 
Acted as the main interface for managers and employees F2F/online for all employment law related 
enquiries as well as full administrative support for the employee life cycle inclusive of VISA generation. 
 
Key Responsibilities 

• Provided accurate information across the full spectrum of HR related enquiries. 
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• Checked and electronically filed HR matters on pensions, insurances, confirmation letters and 
addendums to contracts. 

• Communicated with employees on termination/offboarding to recover all company property. 
• Processed sickness notifications, long sickness and employee incidents. 

 
Key Achievement/Projects 

• Created an Intranet for the Netherlands and Nordics, to provide an accurate, easy to access 
reference tool for employees relating to benefits and compensation. 

• Developed and implemented a new monthly sickness tracking and holiday communication tool which 
increased accuracy/immediacy of sickness reporting and mitigated staff shortages during leave – 
received excellent feedback from senior management for both initiatives. 

• Performed industry research to improve competitive intelligence as part of the talent 
development/retention programmes. 

 
Nov 2014 – Sep 2015   xxxxxxxxxxxxxx 
    Export Administrator – xxxxxxxxxxx 
Outline 
Processed time-sensitive documentation related to each product shipped in containers all over the globe 
adhering to country specific restrictions on food and drink. 
 
Key Responsibilities 

• Verified invoices and packaging lists and processed invoices including Purchase Requisitions and 
Purchase Orders in line with strict timelines. 

• Administered all certificates needed for embassies, governments and national organisations. 
• Communicated daily with partners in Rotterdam harbour for logistics and documentation tasks. 
• Coordinated all documentation for Middle East and Africa and where needed translated documents 

for peer review. 
 
Key Achievement/Projects 

• Accurately processed over 100 shipping containers weekly with no disruption to supply chain or BAU 
and preserved maximum ROI. 

 
Nov 2012 – Feb 2013  xxxxxxxxxxxx  
    Customer Service Adviser 
 
Apr 2012 – Sep 2012  xxxxxxxxxx 
    Recruitment Consultant 

Education & Qualifications 
 Masters in HR, xxxxxxxx Madrid (2016) 

Labour Relations, Labour Law, Strategic & Ethic Management 

 Masters in Management of HR, xxxxxxx (2014) 
Major in Safety & Executive Coaching 
 

 Masters in Pedagogy, xxxxxxxx2014) 
 Bachelor in Primary Education, xxxxxxxx (2011) 

Major in PE 

Languages 
 Native – Spanish, Fluent – English, Dutch – Intermediate, Portuguese/Italian - Basic 

IT Skills 
 Microsoft Office Suite 
 MS Excel (Advanced) 
 Microsoft Outlook 

 

 PeopleSoft 
 I-Expenses 
 Oracle 

 

 Right Now 
 SAP 
 C Room 

 

References available on request 
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