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Profile & Objective 

Seeking a challenging and rewarding position in a growth oriented organization, wherein I could leverage my skills, learning experience and knowledge, thereby contributing the best in me for the achievement of the organizational goals.

Professional Experience

Computer Coordinator and Accounting – 2011 Mar – 2014 Nov 
Exclusive Lines Pvt Ltd (Pee Bee Group Of Company) 

Exclusive Lines is the pioneer in retailing of internationally branded perfumes and cosmetics In Sri Lanka and worldwide network agents.
    Performances of Duties
· Coordinate and supervise the work of outside clients & internal staff members.
· Responsible for whole process of vip / vvip cards.  Entering all application into database, issuing and dispatch relevant cards.  

· The accurate records and using relevant applications such as system  software (use online  java based system ), 
· Complete all routine activities required to keep the database in good running order.
· Organized and able to deal with multiple workloads at the same time.
· Debtor and purchase ledger reconciliation.
· Raising accounts receivable invoices & preparing invoices for payment.
· Accurately and promptly processing documentation.
· Processing accounts payables invoices. 
· Preparing cash journals so that all items are recorded in the correct accounting periods.
· Recording all cash activity on a daily basis.
· Good keyboard skills, and able to quickly input and manipulate financial data.
Customer Relation Assistant -2009 Mar -2011Mar
Lanka Tile & Lanka Wall tiles Plc 
 Lanka Wall- tiles PLC  has been producing and exporting high quality ceramic tiles for over thirty five years. The market leader and premier ceramic wall tile manufacturer in Sri Lanka. Lanka Tiles PLC, the pioneer floor tiles manufacturer in Sri Lanka was incorporated in 1984. Produce a wide range of tiling concepts in a variety of colors, textures and sizes under the brand name LANKATILES. 
Performances of Duties 

1. Attending customer enquiries through phone and e-mail.

2. Giving information and helping to solve customer matters
4. Dealing with overseas customers.
5. Updating customer information in the internal system
6. Issuing refunds, if appropriate
Education qualification
1.)  Diploma in Information Communication Technology Applications at IDM Computer Studies - Sri Lanka
· Fundamentals of ICT

· ICT Applications

· Personal Skills Development

· Web Design & Development

2.) Diploma in Multimedia at Wijaya Graphics (SL).

· Designing Software 
-Photoshop
-Illustrator
-Corral draw
-In designing
-Page maker 

· Animation software (Basic)
-3d Max
 -Maya
-After effect

- Premier
3.) Completed Diploma in Computerized Accounting (DiCA) - ESOFT (SL)
Completed five accounting software with Microsoft Excel

· MYOB 
· QuickBooks 

· ACCPAC 
· SAGE Line 50 Financial Controller 
· Peachtree 
The following areas are covered by using the above listed packages

· Cash Book (Bank book, Petty cash and Day book)

· General Ledger, Journal

· Bank Reconciliation Book

· Debtors & Creditors Ledger

· Sales & Purchase Registers

· Fixed Asset Registers

· Stock & Inventory

· Profit & Loss Accounts

· Balance Sheets

4.) Passed Intermediate Level, at Association of Accounting Technicians of Sri Lanka. 
5.) General Certificate of Educational (A/L) Examination
Subject                    
         Grade
Economics


“A” --> Distinction Pass
Accounting


“B” --> Very Good Pass
Business Studies


“B” --> Very Good Pass
Extra Curricular Activities

· A member of the Environment Club.

· A member of the Eastern Band.

Language Proficiency
	Language
	Read
	Write
	Speak

	English
	Very Good
	Very Good
	Very Good

	Sinhala
	Very Good
	Very Good
	Very Good


Personal deta
Date of Birth

-
30th May 1987



Gender

-           Female

Marital Stage

-
Married
Nationality

-
Sri Lankan

Visa Status

-
Husband Visa

