HANNA WIJAYA

Batam, Indonesia | linkedin.com/in/hanna-wijaya-505900213 | hannawijaya2525@gmail.com
Open for visa sponsorship and relocation

PROFESSIONAL SUMMARY

Operations and systems professional with 2+ years of progressive experience at Team Axis Pte Ltd., Singapore, spanning app
and system operations management, product enhancement coordination, payment administration, audit compliance, and
data-driven process automation. Proven track record of independently owning complex end-to-end processes: from
stakeholder requirements gathering and logic flow design through developer coordination, UAT, release management, and
post-launch monitoring. Builds Excel and Google Sheets automation solutions that have reduced operational processing time
from weeks to minutes, and designed an Al-assisted workflow that lifted audit validation coverage from 50% to 97%. Skilled in
cross-functional stakeholder management, KPI and compliance reporting, SOP development, workforce planning, and
operational dashboard development. Professional-level experience with Excel and Google Sheets, with foundational training
in SQL, Tableau, Power BI, and Python.

WORK EXPERIENCE

Team Axis Pte Ltd., Singapore
Operations Admin Manager (Jan 2025 — present)
Product & Project Coordination

e Spearhead product and feature improvements for the Axis Connect App, collaborating with management to identify
operational pain points, propose solutions, define requirements, and coordinate implementation with developers and
designers.

¢ Successfully launched 50+ Axis Connect enhancements (major and minor), including a digital contract feature and Axis
Bot, an integrated chatbot, managing the full operational product lifecycle from requirements gathering and logic flow
design through developer briefing, UAT, release approval, user communication, and post-launch monitoring.

e Gather enhancement requirements from internal stakeholders, analyse existing processes, translate business
requirements into functional specifications, and create detailed logic flows, decision trees, process flowcharts, and visual
mock-ups to guide developer implementation.

¢ Manage the ClickUp development backlog, tracking enhancement requests, prioritisation, developer assignments, and
progress across concurrent workstreams.

e Conduct User Acceptance Testing (UAT), bug reporting, retest cycles, and internal demonstrations to validate
functionality and ensure release readiness before deployment.

e Serve as the primary liaison between operations, developers, designers, and management to ensure alignment
throughout the development lifecycle.

* Prepare and present quarterly app development updates, product roadmaps, operational insights, and future initiatives
to senior leadership during company-wide town halls.

Operations & Process Improvement

* Designed and implemented an Al-assisted audit validation workflow utilising OCR and response ID verification, improving
validation coverage from approximately 50% to 97%.

¢ Developed an Excel-based audit automation solution using VLOOKUP, CONCATENATE, and advanced formulas, reducing
monthly audit review time from 1-2 weeks to approximately 20 minutes.

e Coordinate and monitor approximately 190 audit sessions per month, managing auditor assignment, bidding periods,
scheduling conflicts, coverage compliance, and post-audit escalation workflows to ensure the organisation meets
minimum 10% audit coverage per programme.

¢ Monitor 100+ live operational sessions daily for compliance indicators including session start/end times, geofencing,
attendance accuracy, RAC submissions, safety readings, and user acknowledgements, escalating lapses to relevant
teams.

e Co-developed a CPAP scheduling system by gathering stakeholder requirements, cleaning and standardising raw data,
designing the data pipeline, and building automated formula-based workflows to reduce manual errors and processing
time.

e Conceptualised and built a User Compliance Dashboard and Operational Dashboard using Google Sheets to replace
extensive manual management reporting, enabling real-time visibility into compliance trends and operational
performance.

e Established and documented operational workflows, SOPs, user guides, tutorial videos, and FAQ content to support
process consistency, scalability, and user adoption of system changes.



Payment Operations & Financial Administration

¢ Manage end-to-end payment operations for 5,000+ coaches, facilitators, and auditors, including invoice verification,
discrepancy investigation, penalty and deduction application, multi-level reconciliation, and preparation of final Airwallex
disbursement files.

¢ Developed an advanced Excel payment automation workbook that reduced payment file preparation time from several
hours to under five minutes while improving accuracy and standardisation.

e Developed an HWE payment calculation system covering KPl incentives, payment logs, and transportation
reimbursement to support a separate operational team's payment preparation process.

e Coordinate payment reconciliation and investigate discrepancies in collaboration with Programme Coordinators and
Operations leadership.

Workforce Planning & Resource Management
e Design and manage operational shift rosters for the Operations team, ensuring adequate coverage across
acknowledgement monitoring, cancellation verification, and chatbot management.
¢ Allocate audit assignments based on auditor qualifications, availability, preferred locations, and workload balancing
requirements.
e Manage scheduling conflicts, assignment overlaps, and operational inquiries throughout the audit cycle to ensure
continuous audit coverage.

Stakeholder Management & Communications
e Attend weekly management meetings to provide updates on operational initiatives, project progress, risks, and
recommended solutions.
¢ Create feature guideline videos, user education materials, and in-app communication campaigns to support feature
adoption and user engagement.
e Coordinate with Programme Coordinators, Operations Directors, auditors, coaches, and facilitators to support ongoing
operational requirements.
Apps Team Lead (Aug 2024 — Dec 2024)
e Led a team of two members and managed the delivery of over 30 operational objectives across app operations and
compliance functions.
¢ Collaborated with developers on more than 30 front-end and back-end system enhancements, translating operational
requirements into structured workflows and feature specifications.
¢ Analysed user engagement and compliance trends to identify adoption barriers and recommend targeted improvements
that increased proper app usage to 97%.
¢ Generated daily and weekly reports covering compliance performance, certification completion, payment eligibility, and
operational integrity for over 400 instructors.
¢ Managed 50+ user approvals, 300+ certificate submissions, and 250+ monthly acknowledgement and cancellation forms.
¢ Independently verified monthly payment eligibility for over 5,000 coaches through a structured cross-department
validation process.
e Monitored account integrity through regular audits, enforcing unique identifiers and preventing duplicate account
creation.
e Coordinated communication campaigns involving over 150 in-app announcements related to product updates,
compliance requirements, and operational changes.
IT App Administrator (May 2024 — Aug 2024)
e Managed and maintained the Axis Connect App through the Content Management System (CMS), ensuring smooth
functionality and user support.
¢ Consolidated and prepared over 800 monthly session records using Excel functions including VLOOKUP and IF statements
to minimise manual errors.
¢ Managed daily operational communications and served as the first point of contact for over 200 facilitators and coaches.
¢ Developed automated SMS communication workflows using CONCATENATE and the Fort Digital platform to standardise
partner communications.
¢ Assisted in verifying over 2,000 monthly coach payment records, ensuring accuracy and timely processing.
e Collected and managed over 250 monthly acknowledgement and cancellation forms to support payment and compliance
processes.
e Supported Programme Coordinators and Operations Management with reporting, documentation, scheduling, and
operational administration.



Glints, Batam
Associate Consultant

(Nov 2023 — Mar 2024)

¢ Managed end-to-end recruitment activities for international clients across multiple industries and functions.

¢ Conducted candidate sourcing, screening, interviewing, and assessment activities to identify suitable talent.

¢ Maintained accurate candidate records and recruitment pipeline data while tracking hiring performance metrics.

e Coordinated communications and negotiations between candidates and hiring managers throughout the recruitment

lifecycle.

* Prepared offer documentation and supported onboarding coordination for successful placements.
* Worked closely with internal and external stakeholders to align hiring requirements and recruitment timelines.

ASSA ABLOY Opening Solutions, Malaysia
Human Resources Intern

(Nov 2022 — Feb 2023)

¢ Analysed regional salary and bonus review datasets using Excel, including Pivot Tables and VLOOKUP functions.
¢ Compiled, validated, and maintained employee information records to support compensation planning and management

reporting.

¢ Assisted in drafting employment contracts, salary proposals, offer letters, and HR documentation in compliance with

company policies.

e Contributed to the implementation of the Voice of Employees initiative through action planning and employee

engagement activities.

¢ Supported the development of hybrid work arrangements and employee communications related to policy updates.

EDUCATION

Monash University Malaysia
Bachelor of Arts and Social Science | CGPA: 3.75

(Oct 2020 — Nov 2023)

Major: Psychology | Minor: Public Relations, Film Studies, & Gender Studies

Sunway College
Foundation in Arts | CGPA: 4.00

SKILLS

(Aug 2019 — Aug 2020)

Data & Analytics

e Advanced Excel (VLOOKUP, XLOOKUP, INDEX/MATCH,

Pivot Tables, IF, IFERROR, CONCATENATE, Data
Validation)

e Google Sheets (IMPORTRANGE, VLOOKUP,
INDEX/MATCH, Pivot Tables, Data Validation,

structured data pipelines)
¢ SQL (Foundational)
* Tableau (Foundational)
* Power BI (Foundational)
¢ IBM Cognos Analytics
e Looker Studio (Google Data Studio)
¢ Python (Foundational)
* R (Foundational)
* KPI Reporting & Dashboard Development
¢ Data Cleaning & Transformation
e Data Visualisation

Product & Systems
¢ Content Management Systems (CMS)
¢ Product Enhancement Coordination
e User Acceptance Testing (UAT)
e Feature Rollout & Adoption Support

Project & Operations

* Project Coordination

e Stakeholder Management

® Process Improvement & Workflow Optimisation

¢ Resource Planning & Workforce Scheduling

e UAT & Quality Assurance Testing

® KPI Tracking & Reporting

® SOP Development & Documentation Management
¢ Audit & Compliance Coordination

* Payment Operations & Reconciliation

Al & Productivity Tools
¢ ChatGPT, Claude, ClickUp Al / Super Agents
e ClickUp (backlog management, task and project
tracking)
e Al-assisted workflow design and automation
Languages

* Bahasa Indonesia (Native)

e English (Fluent)

e Mandarin Chinese (Limited Working Proficiency)
* Korean (Conversational)

AWARDS & HONOURS

Google Data Analytics Professional Certificate
Monash High Achiever Award (for existing students)
Sunway College Pre-U Bursary for Overseas Qualification

(Feb 2026)
(Mar 2022)
(Aug 2019)




