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I am hardworking, technically astute and work well both independently and within a team. I have confidence that I can grasp any new technology within a reasonably time period and good in radical and innovative thinking. I possess good communication skills both verbal and written and always strive to meet deadlines. As a Banking Executive with more than seven years of experience I am seeking for a challenging work environment to apply my skills, knowledge, and creativity, with the experience to create opportunity for growth and development.

Onyx Group - Sharjah – United Arab Emirates.

Assistant Accountant
 (February 2011 to date) 
Onyx Group is well established in the fields of construction of Residential / Commercial buildings, villas, shopping centers, Industrial warehouses / Facilities, supply, Fabrication & Erection of Structural steel & claddings (Aluminum & G.I). The Group is also engaged in the areas of designing & developing of projects, Hospitality, Real estate, Fashion & Catering.        
· Onyx Industries FZC

· Receive invoices or bills from vendors, get them sanctioned and arrange for payments through cheques or bank transfers. 

· Collect the necessary information and the source documents related to the financial transactions from the concerned people in the organization to update the financial statements daily.

· Preparation of Payroll. Verifying the record of the payroll account and consider a worker's total working hours, deductions and increments to compute the total amount of salary payable to the workers of the organization. 

· Maintain petty cash book and authorize payments done by cash by making entries under appropriate account head of the book.

· Submit monthly reports regarding the expenses and cashbook balances.
· Nilona Caterers FZE 

· Responsible for conducting research and updating vendor files. 

· Preparation of Invoices. Contacting customers concerning payment dues and account collections
· Verifying Suppliers bills and preparing the payments. Responsible for timely payments of dealer invoices
· Preparation of Payroll. Verifying the record of the payroll account and consider a worker's total working hours, deductions and increments to compute the total amount of salary payable to the workers of the organization
· Responsible for handling activities in accounts payable and receivable
· Preparation of MIS

Hameedias Ltd. – Head Office - Rathmalana – Sri Lanka
Coordinator  
(Oct – 2009 – Dec – 2010)

Hameedia was established in 1949. Since then we have achieved phenomenal growth to become one of the household names in Sri Lanka today. Hameedia today is a name synonymous with high quality custom tailoring and ready-made clothes for gents.
· Coordinating and monitoring showrooms activities

· Coordinating and monitoring the process of import goods

· Stock Balancing

· Management supporting activities and Preparation of reports
MBSL Savings Bank Limited. – Head Office - Colombo 03 – Sri Lanka

Junior Executive   (Apr – 2006 – Oct – 2009)

MBSL Savings Bank (subsidiary of Merchant Bank of Sri Lanka which is a subsidiary of Bank of Ceylon, the largest state owned Commercial Bank in the country), is a Licensed Specialized Bank (LSB), registered under Central Bank of Sri Lanka
· Coordinating and monitoring operational activities.

· Approvals of operational activities.

· Management supporting activities.

· Authorize all types of savings account openings and closures.

· Authorize all types of term deposit account openings, renewals, and upliftments. 
· Authorize all cash, non-cash, and cheque entries.

· Verify and process all cash and non-cash entries.

· Verify and process cheque clearing (error checking / realizations / returns of Cheques).
· Verify and process standing orders (internal / external).

· Verify and process all funds transfers (internal / external).

· All authorization activities related to all sales desks of the bank.

· All verification and process activities related to all sales desks of the bank.

· Conduct trainings sessions for new staff members.

· Coordinating and monitoring operational activities.

· Reconcile of accounts monthly and annually.

· Bank reconciliation. 

· Approval for credit cards.
 AS A CSB Project – Module Leader
· Involved in User Acceptance Testing (UAT), Systems Testing, Integration Testing, and Parallel Run stages on the Retail Banking Solution (info Bank), which is windows based application, implemented to replace the bank’s legacy system.

· Front office and back office transactions analysis.

· Identifying of miss posting on both the new and legacy systems.

· Preparation of adjustments / corrections on systems.

· Preparation of advanced report necessities (parallel run / reconciliation related).

· Identifying product wise general ledgers.

· Identifying of errors / bugs / requirement changes / new requirements.

· Performance testing on bulk transactions and user feasibility.

· Preparation of advanced report necessities (UAT / systems testing related).

                          Senior Banking Assistant   - Since 2004 to 2006.

· Handling all types of term deposit accounts (openings / entry postings / renewals / upliftments).
· Preparation and posting entries for all types of term deposits funds transfers (internal / external).

· Reports necessities – tax reports (withholding tax / debit tax) and insurance.

· Preparation of internal memos related to operational activities
                           Banking Assistant   - Since 2001 April to 2004.
· Teller counter related entries posting (cash / cheque).

· Entry posting to cheque deposits and returns.

· Creation of accounts related to all branches of the bank.

· Handling all types of savings accounts (openings / entry postings / closures).

· Preparation and posting entries for all types of savings funds transfers (internal / external).

· Entry posting and payment preparation for standing orders (internal / external).


ABE Business Administration Professional Examination (ABE) (Pass)

The Association of Business Executives, UK (Following)



        

· Accounts



C

· Economics


               C

· Quantitative Methods

A

· Followed Certificate of Banking & Finance at Institute of Bankers of Sri Lanka.


· GCE (Advanced Level) Examination – Completed - 2000
· GCE ( Ordinary level ) Examination -  Completed - 1997

· Hands on experience in Microsoft office (Excel, Word, Power Point , Access & Outlook)

· Special banking Application (AS400, Infobank)
· Hands on experience in Accounts Applications (Peach Tree & Tally)
· ERP Application (Right ERP)

· Student Member The Association of Business Executives, UK
· Student Member Banking & Finance at Institute of Bankers of Sri Lanka

Sports / Extracurricular activities

· Member of School Net Ball team – 1994 to 1998

· Captain of Net Ball Team from 1995- 1996 in Soysapura Central College -Moratuwa & Girls High School- Mt-Lavinia

· School House Prefect in Soysapura Central College – 1998

· Represent the School Net Ball team and won 2nd place in Schools Sports Meet-Moratuwa Education Division 1997-1998

· Prefect of Soysapura Central College – 1996 to 1997

· Member of School Band

· President of school Science Society and Cultural Society in Soysapura Central College.

· Distinction passes in Computer Science held by West-Tec Computer Institute.


Date of Birth
24th November, 1981.

Place of Birth
Colombo.

Nationality
Sri Lankan

Marital Status
Single

Gender
Female

I hereby certify that the above-mentioned particulars are true and accurate to the best of my knowledge.
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Other Qualifications in Computer Literacy 
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