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· More than 5 years of experience in the field of Management

· Have solid Experience in Man power planning, Recruitment & Selection, Performance management, developing employee welfare programs, Identifying training needs and organized training programs, Implementing disciplinary policies, Conducting exit interview, Final settlement of employees, Benefits management, and all HR activities

· Strong experience in Customer Service,  Vessel operations, Airport and navy letters ,hotel bookings and transport arrangement 

· Excellent interpersonal skill and communication skills
· Highly proficient in MS Office applications ( Excel, Word, PowerPoint, Access) and  E mail and Internet 
· Ability to put in extra efforts when called for.

· Ability to work under Pressure and minimal supervision.

· Good Customer service skills 

· Efficient and Effective team member and have the ability to achieve target 
· Leadership Qualities with definite flair for Customer Services
· Ability to  Create friendly working environment within the organization

· Ability to multi task and duties

· Fast Learner and Hard Working
· Strong Organizing Ability 
· Results driven, Enthusiastic individual

· Develop various reports for management which make it easy to make decisions regarding the current resources

· Experience working in a fast paced environment

· Ability to organize Extra Curricular Activities
· Extensive Experience in Business Disciplines


· Customer Service Executive(Operations)

· Management Trainee-HR
· HR & Administrative Executive

· Bank Assistant


· Assistant accounts 

· Receptionist cum customer service assistant


· Bachelor of Science Human Resource Management Special Degree Graduate in University of Sri Jayewardenepura, Best Faculty of Management Studies and Commerce, Sri Lanka

· G.C.E Advanced Level Examination, Sri Lanka with 3A’s in 2005
Subject                                                 
        Grade

Business Studies  



 A

Economics           



 A

Accounting        

             

 A                                                                         

· G.C.E Ordinary Level Examination, Sri Lanka with 5A’s & 3B’s and 1C (Including English, Accounting, Business Studies & Mathematics)

· Completed certificate of Trade test(√ - test.com®),Vocational Training & trade testing Services, SL

· Diploma in Business Management,( Academy of I.S.O Lanka),Sri Lanka
· Diploma in Business English, (Academy of I.S.O Lanka),Sri Lanka
· Diploma in Computer Studies, (Londontec International Institute),United Status

· Diploma in English Language, British Informatics of Computer Technology, Sri Lanka

· Diploma in Computerized Accounting,( Institute of  International Computing and Marketing), Sri Lanka(Tally, MYOB, Quick Book, Acc Pack)

· Certificate in Accounting and Business Examination,( Institute of Chartered Accounts) ,Sri Lanka  (Foundation, Intermediate Examinations)

· Certificate Course on Computer Applications,( Institute of Chartered Accounts) ,Sri Lanka  
· Certificate Course on Internet and Email ,( Institute of International Computing and Marketing),Sri Lanka





· Follow-up with management within a 24-hour period in regards to the initial phone call
· Provide quality customer service on every call
· Scheduling all airport pick up & airport drop related every activities

· Booking Air tickets ,handle navy letters and Airport security Chief marshal letters

· Maintaining good internal communication within the company

· Developing various reports for management which make it easy to make decisions

· Co-ordinations with finance department for processing of payments to external parties

· Handling Vessel operations related activities

· Handling DHL and UPS documents and Goods

· Dealing with Transporters and arrange all transport on time

· Dealing with hotels and booking hotels on time

· Dealing with top management and Developing the transport process 

· Torching with every email and organized operations well
· Help customers and doing well with customer 
· Keeping records of customer feedback, including both compliments and complaints, and   recording the results of customer surveys
· Answer participant questions, as well as question participants to obtain full understanding of what information is being requested 
· Document all calls with regards to participant inquires 
· Organize and prioritizes duties
· Provide quality customer service on every call
· Document all calls with regards to participant inquires accurately using Call Tracking System

· Handling Recruitment Procedure and Personnel files

· Developing the induction programmers for the new recruits

· Co-ordinations with other line managers

· Coordination with the various exit Organizations

· Grievance handling- Neutral member for grievance cases

· Identifying the training needs, developing training programs 
· Organized HR department Employee Satisfaction activities

· Handling  exit Interviews and EPF and ETF procedure

· Developing the HR plans and Objectives in conjunction with the company’s overall development plan and objectives

· Working out the compensation plan and policies

· Handling Performance Management system related activities
· Responsibility of man power planning, recruitments and Interview scheduling
· Talent Acquisition and Retention
· Providing good quality food to employees at reasonable cost
Adninistration
· Providing transport facility to employees and timely maintenance, service of vehicles
· Played a key role in Employee Motivation by organizing get together
· Ensuring discipline in company by controlling late coming and absenteeism
· Purchasing security equipment, Stationeries ,Other equipment  & Stock maintenance

· Assisted in Performance Appraisal

· Ensuring proper upkeep of time office related records

· Maintenance office building and security personal places

· Performing administrative tasks and following up on correspondence with customers
Bank Assistant
· Provide instructions to bank customers in handling their deposits and payments

· Verify and inspect loan documents and customer credentials

· Prepare and develop individualized loan packages to customers

· Assist and support bank administration in its operational issues

· Gather and analyze financial and related data of customers

· Assist customers in handling their deposits and check payments

· Assist banking personnel in preparing and checking bank documents and statements

· Promote and cross-sell banking products and services to customers

· Ensure compliance of security and banking policies and guidelines in banking assistant functions

· Handling income tax payment and stamp taxes
Accounts

· Examine the status of Customers need account statements & account
· Prepares monthly account statements which reflect billing cycles, specialized transactions to the account such as, credits and debits

· Early or late payments or special payment arrangement plans

· opening and closing customer accounts

· Records are processed for a total of open and closed accounts created by account assistants
· Transaction reports provide management with detailed information on various accounts
· Print monthly transaction reports for account managers and supervisors to make decisions on certain accounts
 



            





Profile





Employment History





UAE Company





Shipping 				Shipping





Colombo, Sri Lanka  2011 - 2012





Indian Company





 Jay Jay Mills





Awissawella,Sri Lanka2010-2011 12009





Watch Guard Security & Investigation





Colombo, Sri Lanka  2008 - 2010





Bank of Ceylon





Colombo, Sri Lanka  2006 - 2007





Hemara Traders





Galle, Sri Lanka        2005 - 2006





Decon44 Hotel





Galle, Sri Lanka       2004 - 2005





Educational background





Academic Credentials








Professional Qualification








 Job Profiles





Customer Service 








HR Management

















