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Work Experience

Working as Admin Assistant for Director Monitoring in Dubai Airports since 29th June 2014 up-to-date. (Under contract of G4S Company)

Responsibilities 

- Arranging the meetings 

- Preparing the documents and relevant stuffs for the meetings 

- Getting permits for contractors and get approval from Fire Services, Engineering Services and Police officers (PTW section)

- Updating the system for permit to work and updating the contractors regarding the status of the Permit

- Assisting the Airport Duty Manager for the office work

- Managing and reviewing filing and office systems, 

- Ordering, Maintaining & Distributing stationeries and other relevant stuffs to the departments

- Updating the leave plan, daily attendance for the whole department (Monitoring )

- All other kind of Administration work for Director Monitoring

Worked as a Customer Service Clerk in Dubai International Airports (Front Desk Concourse B Information) since 14th March 2013 to 28th June 2014 (Outsourced by G4S Company)

Responsibilities 

- Promote and ensure excellent Customer Service to all the passengers travelling through Dubai 

  Airports by standard GST (Greet, Smile and Thank you) and help to make Dubai Airports to become 

  the world’s leading Airport.

- Resolving Customer inquiries and complaints in a quick and professional manner.

- Listening and reporting to the Team Leader each and every time concerning operations, staff’s 

  deliberation and any other issues in the location.

- Informing the Team Leader issues concerning Airport facilities which may need immediate attention.

- Maintaining effective communication with my superiors (TL, TDO & TDM) through written and 

  verbal procedures.

- Communicating with JCR concerning operational discrepancies i.e. Medical and/or Technical cases.

- Providing support to other colleagues in case of congestion in any other locations whenever possible.

- Maintaining a good working relationship with everyone and with other stakeholders within and 

  outside Dubai Airports.

- - Managing queue in all connection areas and prepare the passengers in removing all items while 

  crossing pre-security check.

- Giving assurance that the staff knows what to do in all locations especially in the Transfer desks, 

  Departure & Arrival areas such as “No Door Obstruction, No Trolleys inside the Train and All 

  Laptops must be out from the passenger’s bag/luggage. 

- Giving information about LAGs (Liquid, Aerosol, and Gel’s) to the passengers what are allowed and 

  what are not allowed to carry along with their hand bag.

- Addressing/Briefing of my Staff clearly with simple terms for all members to understand important 

  information and instructions coming from the Team leader.

- Answering calls and handle the queries 

- Checking the flight details, departure gates, check in counters for the relevant flights and giving to the passengers  

- Arranging the documents for stakeholders meetings 

- Taking Minutes of the meetings of the stakeholders 

- Sending Emails the MOM, reports, THD Reports, Police screening reports for arrivals, departures and transfer desks to the relevant sections 

- Updating the airport management system with the above details. 

- Assisting for the all the documentation work, presentations, meetings, trainings to the Terminal Duty Manager and Terminal duty officers

Worked as a Secretary for CEO at Woodman Lanka (Pvt) Ltd.Moratuwa. Sri Lanka since February 2011 to March 2012.

Responsibilities 
- Answering calls and handling queries 

- Preparing presentations, 

- Preparing papers for meetings, 

- Arranging meetings 

- Managing and reviewing filing and office systems, 

- Typing documents, 

- Documentation work on Customs Entries 

- Drafting letters 

- Ordering stationery and other relevant stuffs 

- Coordinating the freight rates with Air lines and shipping lines 

- Checking the shipment status withe the air lines and shipping lines imports/exports 
- Preparing all the documents for the shipment clearance such as Customs Entry, Invoices, Packing Lists, etc..

- Keep updating the payment details with the customers, shipping lines and other organizations

- Preparing the documents for the export shipments – Customs entry, B/L, Invoice, Packing List other relevant certificates
Worked as a Personal Assistant for Shipping Manager at G.P.De Silva & Sons Int'l (Pvt) Ltd. Ratmalana. Sri Lanka since January 2009 to December 2010

Responsibilities 
- Answering calls and handling queries 

- Preparing presentations, Managing and reviewing filing and office systems, 

- Typing documents, Drafting letters

- Ticket bookings and reservations 

- Petty cash Handling / Making Invoices and receipts 

- Preparing papers for meetings, Arranging meetings & taking minutes of the Meetings

- Sending the minutes to the participants 

- Keeping up-to-date contact details
- Coordinating the freight rates with Air lines and shipping lines 
- Checking the shipment status withe the air lines and shipping lines imports/exports 
- Documentation work on export and imports (Bill of Ladings, Delivery Orders, Invoices, Packing Lists. etc...) 
- Drafting any other relevant letters 
- Documentation work on Customs Entries 
- Managing and reviewing filing and office systems,
- Any other relevant work for Manager
Worked as a Customer Service Executive and Documentation Clerk (Imports/ Exports) at Multimodal Logistics (Pvt) Ltd, Colombo 2. Sri Lanka since January 2007 to  March 2008.
Responsibilities 
- Coordinating the freight rates with Air lines and shipping lines 
- Checking the shipment status with the airlines and shipping lines imports/exports 
- Preparing Customs Entries for Imports and Exports shipments

- Documentation work on export and imports (Bill of Ladings, Delivery Orders, Manifests etc...) 
- E-mail correspondence with the foreign agents and local agents 
Worked as Secretary for Director at Broadways Int'l (Pvt) Ltd.,Colombo 4.(Clearing & Forwarding) Sri Lanka since October 2004 to December 2006.

Responsibilities 
- Answering calls and handling queries 

- Preparing presentations, 

- Managing and reviewing filing and office systems, 

- Typing documents, Drafting letters
- Ticket bookings and reservations 

- Petty cash Handling / Making Invoices and receipts 

- Preparing papers for meetings, 

- Arranging meetings & taking minutes of the Meetings

- Sending the minutes to the participants 

- Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) of Customers, Shipping Lines, and other relevant sections

- Keep updating the payment details with the customers, shipping lines and other organizations

- Maintaining and updating office stationeries and others


- Preparing Accounts reports on Quick Books Software
- Getting details with the customers or banks for the shipment to be cleared (B/L,Invoice, Packing List any other relevant documents)

- Preparing all the documents to clear the shipment (Custom Entry)

- Checking for the shipment details from the shipping lines and airlines to collect the Deleivery Order or Airway Bill

- Getting updates till the wharf clerk handover the shipment to the customer

- Checking and getting the container refunds
Worked as a Trainee Secretary for CEO at Selva Travels & Tours (Pvt) Ltd; Colombo 3. Sri  Lanka from June 2004 to October 2004

Responsibilities
- Answering calls and handling queries 

- Preparing presentations, 

- Preparing papers for meetings, 

- Managing and reviewing filing and office systems, 

- Typing documents, 

- Ticket bookings and reservations

Academic Qualification

· Completed Service Boot in Customer Service conducted by Dubai Airports Learnig & Development Unit

· Have successfully completed an Airport Service Personality Course Conducted by Dubai Airports
· Have successfully completed a computer course in Basic Level - MS Office (MS Word, MS Excel, MS PowerPoint & Outlook) Internet & Email in Computer Zonal Resource Center, Kelaniya. Sri Lanka.
· Have successfully completed a Diploma in Computer Programing at TEC Sri Lanka          

· Have successfully completed a Diploma in Air Line Ticketing Marketing & Reservations conducted by - Mr Deepal Perera

· Have successfully completed a Certificate course in English at University of Colombo, Sri Lanka conducted by - Institute of Workers Education

· Followed a Diploma in Confidential Secretaries at The Polytechnic Ltd. - Sri Lanka

· Followed a English Typing course at The Polytechnic Ltd.- Sri Lanka.

Objectives

I wish to acquire more knowledge in fields that I can improve. Specially I like to work with challenges and  can work in any busy environment. So I like to improve my knowledge with my job.
Trade Skills
· Good ability to writing, reading & speaking in English

· Can speak Malay (Malaysian Language)

· Good Team player and motivating colleagues
Educational Qualification

· General Certificate of Education Ordinary Level (G.C.E) O/L  - 2000 (Grade 11)
	Mathematics 1   
              -
    Distinction
	Science 

              -     Credit

	Mathematics 11 
              -
    Distinction
	Religion 

              -
    Simple

	English

              -
    Distinction 
	Social Studies
              -
    Simple

	English Literature              -     Credit
	Commerce
              -
    Simple

	Sinhala

             -     Credit
	Art

              -
    Simple


· General Certificate of Education Advanced Level (G.C.E) A/L  - 2004 (Grade 13)
	Combined Maths  
-      Simple
	Chemistry

-      Simple

	Physics


-      Simple
	General English
               -      Good Pass


Extra Curricular Activities

· Have been a prefect of the college

· Have been an active member of the college's Peace Contrast Association

· Won a certificate in an inter school art competition held by Buddhist Association

· Won a certificate for creative writing in Divisional English Day Competition         
Sports Activities

· Won certificates in Field of Athletics'

· Member of the School Volley Ball team 

Personal Details

· Gender 



: Female

· Date of Birth


: 24th October 1984

· Civil Status


: Married 

· Nationality


: Sri Lankan 

I hereby certify that the above mentioned Particulars are true a correct to the best of my knowledge and belief. [image: image1.png]



