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DATE OF BIRTH


:
18TH September 1989
NATIONALITY



:
Sri Lankan
LANGUAGE PROFICIENCY

:
English, Sinhala, Hindi
I T PROFICIENCY


:
MS Office
EDUCATION QUALIFICATION

:
General Certificate of Examination - Advance Level in 2008







At Nalanda Collage –Colombo 10







(Accounting, Economics & Business Studies - Obtain 70%)






General Certificate of Examination - Ordinary Level in 2005







At Nalanda Collage –Colombo 10 (Obtain 75%)
PROFESSIONAL QUALIFICATION
:


· Followed Airline Cabin Crew Training, conduct by Mrs. Mayoni Perera at International Airline Ticketing Academy, Arthurs Place, Colombo 04. Sri Lanka.

· Followed a Diploma in Business Information Technology conducted by the University of Sunderland (UK) at Siksil Institute of Information Technology (Pvt) Ltd.

(Cover areas of: Human Resource Management, General IT, Accounting, Marketing, and Presentation Skills) 

· Following a Post Graduate Diploma in Marketing conducted by Sri Lanka Institute of Marketing (SLIM).
TRAINING PARTICIPATION

:


· Participated for Patrol Leaders Training Course conducted by Nalanda College – Colombo 10

· Participated for Personality Development Training Course conducted by HSBC (Group Service Center – Colombo ) 
TOTAL YEARS OF EXPERIENCE

:  
5 Years 
PERSONAL STATEMENT
:
I am interested to begin my carrier in the prospected areas of Human Resource & Customer Relations industry. I do believe that I’m a self- motivated, determined & a keen Team player in obtaining my goals.

KEY SKILLS
· Excellent interpersonal skills 

· Excellent communication skills - verbal and written

· Team working Skills 

· Listening skills 

· Problem analysis and problem-solving skills 

· Attention to detail and accuracy 

· Data collection and ordering 

· Customer service orientation 

· Adaptability

· Stress tolerance


 WORKING EXPERIENCES
Period




:
From August 2013 to December 2014
Industry



:
Banking solution provider
Position



:
Relationship Officer
Duties & Responsibilities

: 


· Responsible for meeting/exceeding business growth targets 

· Meets potential new clients and spends substantial time on new business development. 

· Analyzes working capital requirements for clients. 

· Monitors financial health of the clients. 

· Makes frequent visits to clients' offices to establish strong relationships and keep track of developments. 

· Proposing enhancements to existing products / relationships. 

· Proactively identifies needs of the clients and prepares to cater to these needs when they come. 

· Solicit new relationship for the bank, based on approved KPIs and asset targets

· Cross sell corporate products

· Ensure effective resolution of Customer Complaints

· Monitors the financial health and other developments in the client's business. 

· Holds primary accountability for credit risk of unit's portfolio.

· Maintain Customer Service standards set by SME Banking Group ensuring minimization of customer complaints within acceptable standards and enhancing customer satisfaction.

· Maintaining customers focus on all times and answering to customer’s inquiries using the standard guidelines.
Company



:
HSBC Bank – HDPL Group Service Center, Colombo

Period




:
From April 2011 to July 2013
Industry



:
Banking solution provider
Position



:
Customer Service Executive
Duties & Responsibilities

:


· Maintaining customers focus on all times and answering to customer’s enquiries using the standard guidelines.

· Taking ownership of complaint and queries and proactively following through to resolution.

· Making ensure that all customers’ queries are well-investigated and resolved, and escalating queries if appropriate to supervisor.

· Assisting management and Team Manager with any assigned special projects and providing backup to the team manager when required.

· Maintaining working cognition of each customer service process for various market segments and communicating issues to team manager.

· Developing and mentoring new staff to satisfy customer service requirements.

· Maintaining professional strong working relationship with external and internal customers, colleagues, and customer service management.

· Supporting decisions made by customer service management and conveying positively to reinforce the team members.

· Identifying and escalating consistent or recurring problems with the systems functionality. 

Company



:
Sign Tech Advertising Services (Pvt) Ltd
Period




:
From January 2010 to April 2011
Industry



:
Advertising Services provider
Position



:
Technical Supervisor / Coordinator
Duties & Responsibilities

:

· Report to Technical Manager in day to day running of the project in the area specifically allotted to him.

· Ensure workers and sub-contractors if any, understand their area of responsibilities and carry out their given tasks efficiently and diligently to achieve the objectives of the company.

· Monitor personally the proper usage of manpower, equipment and materials and the smooth running of the works as per schedule.

· Plan requirement of manpower, equipment and materials and monitor timely availability of the resources at work place / site with the approval of the authorities to ensure the work progresses without hindrance. 

· Maintain good relationship with customers and sub-contractors ensure quality work as per specification and keep proper record.

Company



:
Perfect Business Solution Services (Pvt) Ltd
Period




:
From October 2008 to December 2009
Industry



:
Computer Software & Hardware Solutions provider
Position



:
Marketing Executive
Duties & Responsibilities

:
· Analyzed the market, including competitors and consumers 

· Executing marketing strategies and campaigns 

· Monitored and arranged the distribution of promotional materials 

· coordinated the production of promotional materials 

· Attended and organized sales promotional events and exhibitions 

· Coordinated with and reporting to managers to carry out campaigns 

· Acted as liaisons between the media, suppliers, and clients 

· Generated marketing plans based on the application of proper marketing techniques and communicating the product messages to the service expects

· Conducted campaign and events for the promotion of the product target the potentiality of customers

· Handled the online marketing of the product

· Conducted a market research and get the personal opinion of the customers by using questionnaires, internet and many other resources

Company



:
Linus Publication (Pvt) Ltd
Period




:
From January 2009 to September 2009 (Part time)

Industry



:
Back Office of a USA publishing company

Position



:
Telemarketing Executive & Customer Service Officer

Duties & Responsibilities

:

· Communicate about the company and its products and services to ensure that a professional company and brand image is provided at all times to customers and colleagues.
· Communicated courteously with all customers by telephone and email, building positive relationships and progressing issues and queries to a successful conclusion at the earliest time.

· Contact businesses or private individuals by telephone in order to solicit sales for publications. 


· Explained products or services and prices, and answer questions from customers. 

· Obtain customer information such as name, address, and payment method, and enter orders into computers. 

· Record names, addresses, purchases, and reactions of prospects contacted. 

· Answer telephone calls from potential customers who have been solicited through advertisements. 

·  Telephone or write letters to respond to correspondence from customers or to follow up initial sales contacts. 







