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PROJECT OBJECTIVES: o !—Iove 2 focal glates in the year for re—employmen’r. cases
instead of multiple end dates based on birth dates I.e. the
re-employment confract end dates are now either be 31
Mar or 31 Aug

@ Sending softcopy contract renewal recommendation forms

© To improve work process efficiency

® To reduce manpower cost in fracking and
preparing forms

© To reduce usage of paper

via emaill
Case §fUdYI. | @ Automating the contract renewal workflow in People
 HR Is required to inform department heads (HOD) when staff Connexion when the module is rolled out. J
IS reaching age 62, so that they can start the conversation

with the staff on re-employment.

- For contract staff, HR staff is required to fill up the contract ~
‘enewal recommendation forms and send it to deparfment '
neads for completion. I

Current Re-employment Process Re-employment Process

R eenerate it méggz; ,ecrﬂomznds Focal date to trigger re-employment contract :

of staff reaching memo to HOD gg:g:m?rf « Allows systematic tracking by batches as compared to
RECERINRAEVESE MASHIS SIS memo and individual case fracking

e « Results in less effort and time for manual tracking hence

Increase In work efficiency i.e. 10 cases = 10 dates vs 10

HOD HR issues the cases = 2 dates

HR generates list to contract recommends SR fof?gcl;d i e Cut down follow up by 80% effort
of staff with expiry, HR will the decision on Sl

contract expiry fill up and print renewal / non- prepare .
dates forms to send to renewal and dogg:t‘re(;gtfor « Manpower savings of @1 VB per year
b SeNcHo ik completion

é months prior

Coniract Renewal Process

The contract renewal automation allow systematic fracking of
contract status and auto routing and sending regular reminder
emails to HODs for tfollow up.

Confract recommendation form is automatically filled with
essential information. The form and soft copy aftfachment are
stored in the system.

Re-employment Process
Coniracts ending by birth dates >
 Many different end dates to tfrack
Time consuming for HR Staff to frack case to

completion KEY RESULTS FROM AUTOMATION:
» High effort but low productivity. i.e. 10 cases = 10 sets ‘= ° Eliminate effort and time in filling up hard copy
of dates to track for each workflow O forms X
-2 Manpower savings of ! per year
Contract Renewal Process * Eliminate time for manual follow up
Manual work to fill up forms, track and send reminders->  Reduce lapses, miscommunication and
« Tedious and time-consuming unpredictability
< < - Prone to human error e.g. data accuracy, » Increase end-to-end process efficiency
- miscommunication, oversight o |
Lack of systematic and timely follow up > A A Eliminate human error, mprove data accuracy
- Inevitable stress arising from inadvertent lapses and . .® °* Predictabllity allow better management ana
missed-out cases = moniToring of contract status
2 Hard copy forms lost in fransit = « Eliminate document lost in fransit

 Requires rework, reprint . Efrminat i Fih e
. Wasted cost for rework / . Iminate printing cost Thus promaorTting green

environment /

i

| ‘ Communicate
changes to HODs
Brainstorm other

Through fthis streamlining of confract renewal
process, It has allowed us to work more
efficiently. We will continue to work with the

ways of initiating
Review current contract renewal

work process stakeholders to fine tune the work process.
J /




