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OBJECTIVE
ADMINISTRATION / OFFICE MANAGEMENT

 Office Management-Reception-Human Resources 

 ___________________________________________________________

AREAS OF EXPERTISE

 Office administration  Secretarial support  Personnel  Time management  Customer service  Pay / wages General accounts  Computer literacy  Reception

 PROFESSIONAL EXPERIENCE
Teacher                                                               February –August (2007)
KINGSTON COLLEGE INTERNATIONAL (SRI LANKA)

CRESCENT SCHOOL INTERNATIONAL (SRI LANKA)

· Teaching Secondary school students subjects including Economics, Social Studies & Tamil.

· Was in charge of one classroom, organising events, PTA evenings and sport meets.
· Prepared and presented subject matter for each class.

· Prepared and administering assignments, projects and exams. 

· Discussed with students and parents, their progress and any problems. Encouraged parents to be actively involved in many areas of school life whilst developing close working relationships an active PTA.

 Secretary /Office Administrator                                     (May-December) - 2006

ADAMEXPO EXPORT COMPANY (SRI LANKA)

· Coordinating with the buyers on volumes of raw material for export.

· Coordinating with suppliers for the packaging material & related items.

· Reviewed procurement documents and invoices for accuracy & issuing                      cheques based on the volumes & products on weekly basis. 

· Preparing   Weekly and monthly analysis of raw materials & packing materials for the future purchases & forecast.      

· Reconciled various expenditure reports related to exports.

· General office adminstration & monthly payroll.

Administration/Accounts Clerk                                      (September 05-April 06)

R.K.TEX (SRI LANKA)

· Issuing of quotes & invoices.

· Maintaining of attendance register.

· Maintaining of personnel files.

· Banking related administration.

· General accounts & payroll.

Education

2006-2007
Post Graduate Diploma in Economic Development


University of Colombo, Sri Lanka                                      

2002-2005 B.A. (Economics)
                             University of Madras, India

Professional Trainings

2005-2006
Diploma in HR Management

                              American College Higher Education (Sri Lanka)

2004-2005
Certificate in Graphics & Multimedia

                              CYS SYSTEMS PVT LTD (India)

Personal Details

Martial Status 
           Married

Visa Status
           On Husband’s Visa
Languages Known         English, Tamil, Sinhalese

Nationality                  Sri Lankan
