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Professional Profile

Having an overall experience for more than 10 years in financial management & accounting, I am  dedicated, dynamic and result oriented individual who has been contributing immensely to achieve company objectives while keeping up with changing environment.
Professional & Academic Qualification
· General Certificate of Education – O/L & A/L – December 1998 - 2000 (4D’s including English & Religion & 3C’s & 3S’s &1C General English).
· Completed Microsoft Office Computer Course.
Working Experience
Executive Assistant






DEC’12 – MARCH’15 – 2Y & 2 M
Global Hospitality Restaurant Development WL.L
Doha Qatar.
As an executive assistant of the GHRD I am responsible for the smooth operation of the day to day activities in office which includes, but will not be limited to the following 

· I am responsible to provide professional, efficient and effective admin and secretarial support to the COO in all day to day business activities.

· I am responsible to attend business calls, schedule appointments and follow – up with respective personal as per further guidelines 

· I am responsible to respond & attend to business communications & correspondence such as e-mails faxes & incoming letters

· I am responsible to finish the typing jobs including all inter office correspondence, quotations, local purchase orders, business proposals and related communication in given time 

· I am responsible to coordinate with business houses, offices, clients and suppliers as per the requirements & guidelines of COO

· I am responsible to organise and maintain up to date filling system for GHRD business operation, incoming and outgoing mails, letters and faxes and relevant communications

· I am responsible to indent and control offices stationary and printing material stock

· I am responsible to attend business visitors and clients visiting our office and coordinate with respective personnel for further guidelines 

· I am responsible to coordinate with IFS head office for the business travels arrangements ticketing/hotel booking of GHRD management staff

· I am responsible to coordinate and maintain good working relation with our clients suppliers and vendors

· I should provide regular updates to the COO on all incoming business communication and brief them on daily activities in the office  

· I responsible to maintain strict confidentiality of GHRD business documents files and executive office dealing and communications 

Assistant Accountant





JUNE’11 – TO DATE-
 3Y & 10 M
BTY Logistics International (Pvt) Ltd.
No. 31/3, Gregory’s Road, Colombo - 07


· Preparation of Bank Reconciliations, Debtors Reconciliations & Daily Cash position Statements.

· Filing returns for EPF, ETF & PAYE & Preparing reconciliation of VAT and filing of monthly VAT return.
· Involve in maintenance of Daily cash position, weekly liquidity position & cash management.
· Preparation of monthly payroll.
· Preparation  of utilities monthly bills 
· Preparation of purchases, sales, debtor’s & creditor’s management reports.
· Co-ordination with other departments to analyse the company performance and management of company operations.

· Co-ordination with Auditors, bankers and good personal relationship with client.
· To be team player all the times.
Assistant Accountant / Personal secretary 



       
    NOV’09 – MAY11 - 1 Y & 5 M
Modern Enterprises PA to Municipal Member of Council
No. 180, New Chatty Street, Colombo - 13

· Finalisation of Monthly Accounts, Management reports and interpretations.

· Preparing & checking of monthly Payroll.
· Involved in daily cash flow management.

· Preparation of Bank Reconciliations, Debtors Reconciliations & Daily Cash position Statement. 

· Dealing with correspondence writing letters and daily posting of outgoing mails.

· Maintaining the managing directors dairy, maintaining regular updates of appointments, ensuring the preparation for meetings and delivery is training is smooth.

· Dealing with referrals, contract and procurement in the absence of managing director keeping him informed and updates at all times.

· To be team player all the times.

Personal Secretary / Ward Secretary




              NOV’07 – JUNE’09 - 1 Y & 7 M
Apollo Hospital

Narahenpita, Colombo - 07

· Attending phone calls, handling inquiries about channelling and schedule appointments.

· Corresponding letters, type reports and documentations using word-Processing soft ware.

· Maintaining medical reports of patient.
· Giving feedback of patient history to the consultant. 
Assistant Accountant / Personal secretary



MARCH’03 – JUL’07
- 4 Y & 4 M
EPSI Computers Pvt Ltd / SN Entertainment Pvt Ltd
No. 03 Galle Road, Colombo – 03

· Finalisation of Monthly Accounts, Management reports and interpretations.

· Entering daily statements & Checking of all the entries to the accounting package.

· Preparing & checking of monthly Payroll.
· Preparing of utilities monthly bills.

· Filing returns for EPF, ETF & PAYE & Preparing reconciliation of VAT and filing of monthly VAT return.
· Involved in daily cash flow management, weekly cash projection & personal management
· Co-ordination with other departments to analyse the company performance and management of company operation 
· Co-ordination with bankers and good business relationship with client.
· Dealing with correspondence writing letters and daily posting of outgoing mails.
· Maintaining the managing directors dairy, maintaining regular updates of appointments, ensuring the preparation for meetings and delivery is training is smooth.
· Dealing with referrals, contract and procurement in the absence of managing director keeping him informed and updates at all times.

· To be team player all the time.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
Accounting Packages worked with

Good knowledge in 
· QuickBooks
· Peachtree
Languages Known 



· English – Good in Speak, Read & Write.

· Tamil – Good in Speak, Read & Write.

· Sinhala – Fair in Speak, Read & Write..
Extra-Curricular Activities
· Member of the Board of Prefects.

· Participated in House Athletic Meets and won prizes.

· Participated in Inter Auditors outdoor/indoor games.
Personal Details

· Date of Birth:
`
09th April 1982
· Age:


30 Years

· Marital Status:
Single
· Nationality:

Sri Lankan 
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