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	Curriculum Vitae
	

	
	

	Personal information

	

	First name(s) / Surname(s) 
	LAKMINI CHATHURANGI KARUNASINGHE

	Address(es)
	G4S Accomadation,Fire Station Road,Sharjah,Dubai

	)
	
	
	

	Fax(es)
	-

	E-mail
	Lakmi_cey@yahoo.com

	
	

	Nationality
	Sri Lankan

	
	

	Date of birth
	05th December 1986

	
	

	Gender
	Female

	
	

	Desired employment / Occupational field

	

	Dates
	1st January 2015 Up to Now

	
	

	Occupation or position held


	Customer Service Personal

	Main activities and responsibilities

	· To provide a welcome service to Dubai airport passengers at check in ,and at other customer service touch points and to assist in smoothing the customer journey through the airport. 



	Name and address of employer


	    Dubai International Airport ,Dubai (DXB)

	             Type of Business or sector


	    Airline and Aviation



	
	

	                                                  Dates
	19th August 2013 to 30th November 2014


	Occupation or position held

Main activities and responsibilities

	Accounts Executive
· Preparation & issuing invoices to customers for facility Reservations.

· Preparing payment voucher & issuing cheques for the payments.

· Daily cash collection, issuing receipts & maintaining daily cash & Petty Cash reports.

· Preparation of monthly journal entries and updating the Quick Book   accounting system.

· Preparation of monthly bank reconciliation in the Quick Book accounting system.

· Maintaining & Supervision of cash book, receipts & payment.

· Preparation of monthly Lecture payments for lectures.

· Coordinating with suppliers & collecting quotations for local purchases.

· Preparation of purchase orders and purchasing goods for the company.

· Performing any other related functions as and when necessary.



	 Name and address of employer

             Type of Business or sector

	The Academy of Finance (Pvt) Ltd
Education Sector


	                                                  Dates
	01st October 2010 to 26th August 2013


	
	

	Occupation or position held
	Senior Executive Customer Relationship


	Main activities and responsibilities
	· Handling Help Desk services & Support Team.
· Prepared TLC costing reports for new customers
· Prepared TLC agreements for new customers.

· Sent Quotations for printer repairs and collecting approvals from customers.

· Created Pos in Peach Tree system and making arrangements to issue the invoices to customers.

· Communicate with suppliers and customers.

· Created PO PR and send to suppliers for purchase goods. (Printer Parts, Printers & Computer Accessories)

· Reconciling technician stock with system reports and physical stock.

· Participating in stock taking end of the year with auditors.



	          Name and address of employer

             Type of Business or sector

	R&G Capital (Pvt) Ltd,#10/2,First Lane, Wattala

Buying & Selling refurbished toners



	Dates
	1st January 2009 to 30th September 2010


	Occupation or position held
	Accounts Assistant

	Main activities and responsibilities
	· Preparing and entering of monthly journal entries into general ledger system in MYOB and reconciliation of general ledger accounts.

· Preparing payment voucher & issuing cheques for the payments.

· Dealing with Bank on day to day operations and preparing bank reconsilation.

· Maintaining petty cash payments & the petty cash register.

· Supervision of receipt & payments and cash book.

· Monthly preparation of commission for the staff.

· Daily cash collection, receipts & depositing the daily collection, check with the EOD, entering & maintaining daily cash report.

· Handling documentation in regard to VAT, PAYE, NBT, EPF & ETF returns.


	Name and address of employer

                  Type of business or sector
	Singapore Informatics Computer Institute (Pvt) Ltd

 Education Sector


	                                                  Dates
	16th January 2008 to 01st November 2008


	Occupation or position held
	 Business Development Officer


	Main activities and responsibilities

                          Name and address of 

                                            Employer
                Type of Business or Sector


	· Market the banking products (Fixed Deposits, Loans, Savings & Current Accounts) to       customer.

Seylan Bank PLC
Banking Sector

	           Education and training
	

	
	

	Dates
	Year 2008 to Year 2012

	Title of qualification awarded
	Bachelor of Business Management (General) Degree



	Principal subjects/occupational skills covered
	First Year                                                        Second Year
1.Management                                                1.Marketing Management                    

2.Business Accounting                                    2.Human Resource Management

3.Economics For Business                              3.Financial Management

4.Business Law                                               4.Business Statistics

5.Mathematics for Business                            5.Management Information Systems

6.Information Technology                                6.Organization Theory and Design

7.English For Business Communication 

     Third Year

1.Strategic Management                                 

2.Production & Operations Management

3.Entrepreneurship Development                    

4.Organizational Behaviour

5.Total Quality Management 
6.Financial Management                            



	     Name and type of organisation     providing education and training
	University Of Kelaniya,Sri Lanka

	
	

	                                                      Dates

                Title of qualification awarded

    Principal subjects/occupational skills                                                  covered 
	 Year 2008 

 AAT Final Examination & MAAT Membership
   1.Taxation
   2.Managment Accounting & Business Financial
   3.Advanced Financial Accounting

   4.Auditing

   5.Business Communication II
    

	Name and type of organisation providing education and training
	The Association of Accounting Technicians of Sri Lanka

	                                                      Dates

                    Title of qualification awarded

    Principal subjects/occupational skills                                                         covered 
	Year 2013

CBF Examination

   1. The Financial Services Environment                        4.Structure of Accounts
   2. Managing People in Organizations                          5.Customer Relationship Management
   3. Marketing, Sales and Customer Services                6.Ecomomics
   

	Name and type of organisation providing education and training
	The Institute of Bankers of Sri Lanka

	                                                      Dates

            Title of qualification awarded

   Principal subjects/occupational skills                                                  covered 
	 Year 2013
  CAB II -Following

 1. Fundamentals of Management Accounting and Business           4. . Audit & Assurance  

 2.Accounting Applications & Taxation                                              5.Business English -II                                                    
 3. Information Management                                                                                                                                   
    

	Name and type of organisation providing education and training
	The Institute of Charted Accountants of Sri Lanka


	                                                Dates     
                    Title of qualification awarded

 Principal subjects/occupational skills                                                  covered 
	 Year 2007
  G C E Advance Level – Index No : 4356578
   1.Business Studies    - B                                                       

   2.Economics              - C                                    

   3.Accounting              - C                                        

    

	Name and type of organisation providing education and training
	Vihara Maha Devi Balika Vidyalaya ,Kiribathgoda


	                               Dates

                    Title of qualification awarded

    Principal subjects/occupational skills                                                       covered 
	  Year 2002
  G C E Ordinary Level  -Index No :20623194
   1. Sinhala           -   A                                      5. Religion                     -   A
   2. Mathematics   -   A                                      6. Social Studies           -   B
   3. Science          -    A                                     7. English                       -   C
   4. Commerce     -    A                                     8. Dance                         -   C
    

	Name and type of organisation providing education and training
	Vihara Maha Devi Balika Vidyalaya ,Kiribathgoda


	Personal skills and competences
	

	
	

	Mother tongue(s)
	Sinhala

	
	

	Other language(s)
	

	Self-assessment
	
	Understanding
	Speaking
	Writing

	
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	
	
	Good
	
	Good
	
	Good
	
	Good
	
	Good

	Tamil
	
	
	-
	
	-
	
	-
	
	-
	
	Good

	Sinhala
	
	
	Very Good
	
	Very Good
	
	Very Good
	
	Very Good
	
	Very Good

	
	

	
	

	Social skills and competences
	· I was a member of the School Athletic Team.
· I was a member of the School Commerce Union.

· I was a senior Prefect in the School.


	
	

	Computer skills and competences
	· Successfully completed an Accounting Package at The Association of Accounting Technicians of Sri Lanka
· Successfully completed a Certificate in Computer Programming at TEC Sri Lanka.

· Following Microsoft Office 2007 Certificate level in The Institute of Charted Accountants of Sri Lanka


	
	

	           Additional information
	Non Related References 

01.Mr.Ravi Jayasinghe MIM(SL),AMIPM                    02.Mr.Manjula Chathuranga Liyanage 

     Head of HR & Administration                                 Manager –Marketing and Development at 

     MBC,MTV Head Office,                                          AAT Sri Lanka,

     Braybrook Place,                                                    No.540,Thimbirigasyaya Road,

     Colombo 02                                                            Narahenpita, Colombo 05.
     

	
	

	
	

	
	

	
	

	
	

	Date

Signature
	23rd  May 2015
.................................................

	
	

	
	


�








5

