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Personal Information:-
Date of birth
:-   12th October 1991       

Nationality
:-  Sri Lankan                        

Gender

:- Female

Civil status
:- Married

Objective
:-
To exercise my abilities to    optimum level with opportunities to grow and benefit the Industry / Organization / Department.
Aim
:- I am very keen to work in a reputed organization. My aim is to work hard and sincerely. If given a chance, I will perform to my best ability. I fluency in English taught me both-to put across a persuasive argument and to employ good communication skills at work environment. I have initiative and load of drive. My personal motto is “Never give up” Other skills include telephone receptionist and customer service and strong communication skills. I hope to have an opportunity to meet you in person and discuss how I could contribute to your team.
Kavindya
-mail :- kavindya.150691@2freemail.com 
Education
:-

· G.C.E.(O/L) Examination – 2007

· G.C.E.(A/L) Examination – 2010

Other qualification :-

· Advance Diploma in Per-school Education as a Pre-school teacher.

· Followed a Diploma course in computer literacy.

· Followed a Diploma course in English language.

· Followed a Diploma course in computerized Accounting.

· Followed a Certificate course in English language.

· Followed a Certificate course in Internet & E-mail.

Extra Curricular Activities:-

· Prefect from year 2005-2007 in S.J.B College kandhana.

· Awarded a scholarship from Sri Lankan Foreign Employment Dept.

· Participated in Since & Mathematics Quiz Competition at School.

· Participated in “ Generation Heritage-2008 Awareness Program.

· An active member of mother Sri Lanka Program.
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Work Experience:-

· Laboratory technician helper as a GEMS Millennium school 
· Two years experience as K.G. Helper in Al mustaqbal (pvt) school at  Sharjah.(2013-2015)

· One year experience as a Assistant medical LAB technician at the Mediquick(pvt)Ltd.(2012-2013)
· One year experience as a Assistant accountant & cashier at the Claration publications (pvt)Ltd.(2011-2012)
Language proficiency:-

Language   spoken  reading   writing

· English        excellent   good     good

· Arabic
     general

· Hindi
     general

My key strengths include :-

· Strong proactive team player.

· Result oriented and customer focused.

· Excellent relationship management skills.

· Administration.

Personal Skills:-

· Co-operative and work well in a team.

· Extensive knowledge of Windows and MS Office.

· Excellent problem solving skills.

· Ability to plane & organize well.

· Good telephone skills.

· Time management.

· Creative & flexible.

· Willingness to undertake any assignment.

Interest 
:-

Listening music, I Love watching sports & knowledge-oriented programs.

Other I information  :
· Passport #  :-  N3535165

· Visa Status  :- Residence visa .
I heard by certify that the above mentioned Particulars are thru and accurate to the best of my knowledge.
……………………………………………………………..

(Kavindya)
