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RESUME
J. Cole - Can't Get Enough (Clean Version) ft. Trey Son
   CV No: 861288
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

“To enhance my professional skills in a dynamic and stable workplace and thereby achieving career growth and company’s goal.”


· Over 3 years of professional work experience in Sri Lanka.
· Proficiency in MS Office applications (MS Word, MS Excel, PowerPoint, and Outlook Email )

· Efficient in E-mail communication and ability to handle reports. 

· A good team worker with excellent interpersonal relationships.

· Ability to work independently. 

· Willingness to accept responsibility and ability to adapt to changes.

· Excellent command of English in Writing, Reading, Listening and Speaking.
· Decision making skills and experience in working under pressurized environment.

Organization 

: Trading (Pvt) Ltd., Colombo
Work Experience
: March 2009 to March 2012
Designation

: Joined as a Trainee and promoted in January 2011 as an Executive
Tasks and Responsibilities
· Preparation of Draft Accounts of the Organization through Quick book A/c package to submit to Company auditors.

· Preparation of all required Management Reports time to time which are to be submitted to the Company Director Board respectively.

· Handling and coordinating all the Imports of the Company such as Letters of credit, D/P Terms & Corresponding with the Export Principals.

· Preparing Imports shipment costing & handling stock movements.

· Responsible for all the Tax matters of the Company and that includes timely preparation of Tax returns and dealing with the Inland Revenue Department of the submitting the said returns on time.

· Responsible & preparation employees salaries, related such as EPF, ETF, PAYE Tax etc.
· Coordination of Company administration work with the management time to time & handling customers when it requires and also trained new accounting trainee recruits with the Company policies and accounting work.

School attended: -
De Mazenod College, Kandana, Sri Lanka
· G.C.E. (Ordinary Level) Examination – 2005     
Successfully passed with 2 Distinctions & 5 credit passes 
· G.C.E. (Advance Level) Examination – 2008 ( Commerce stream)
Successfully passed in General English – C (Credit pass) Accounting - C (Credit pass) Economics and Business Studies - S (Simple pass)

· Secretary of the English Literary Association. 

· Member of School Cadet Corps.

· Member of School Commerce Union.
· Organizer of School events such as Annual trip, English day.
· Functioned as a Project Leader of Leo Club, Colombo.

· Member of Student Union Association of British Council, Colombo.

Gender
          
           : Male

Civil Status
           : Single

Nationality
           : Sri Lankan

Religion
           : Roman Catholic

Date of Birth
           : 12 / 09 / 1989


Age

           : 22 Years



Visa Status
           : Visit Visa
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