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Personal Details
Date of Birth:
Nov 28, 1986
Nationality:
Sri Lankan
Visa Status
Spouse Visa
Key Competencies
· Analytical Thinking 
· Influencing Skills 
· Proactive 
· Passion for growth 
· Organizational Awareness 
Key Skills
· Customer Service 
· Effectively communicates with and engages the Customer on issues. 
Skills Acquired
· Microsoft office software 
· Knowledge of ONQ System 
Languages
· English 
· Tamil 
· Sinhala 
· Hindi (Beginner) 


Background Summary
I am an ambitious individual with proven interpersonal skills, over 7 years of working experience in reputed multinational companies in positions of responsibilities.
1 year 6  months  working experience in multinational Oil and Gas company
3 years & 7 months working experience in a reputed Hospitality organization in the
United Kingdom
2 years & 6 months working experience in one of the leading professional services company in Sri Lanka
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Personal Profile
To work in an organization wherein my initiative and interpersonal skills as well as my potentials and past experiences shall be enhanced and fully utilized in adding value to the organization in meeting the company’s objective.
I consider myself as a team player and I always love to face challenges in order to improve my career prospects. I am ever willing to learn and develop skills in any environment

Summary of Experience
· Presently working at NOV Brandt Oilfield Services LLC (UNITED ARAB EMIRATES) as an Administrator since Nov-2013 
· Worked at Hilton London Paddington (UNITED KINGDOM) as a Guest Relations assistant - Executive Lounge attached to the front office and the guest relations department for 3 Years and 6 months 
· Worked at KPMG Executive Search Pvt Ltd [SRI LANKA] as a Human Resource Executive for 2 Years and 6 Months 

Academic Qualifications
 Bachelor’s Degree in Human Resource Management (2011)
Successfully Completed in United Kingdom at University of East London
Bachelors of Arts included following subjects
· Research in Business and Management 
· Strategic Management/ Ethics in practice 
· Marketing Principles and Practice 
· People Organizations and Management 
Professional  Qualifications
2007 – 2009   National Institute of Business Management
Successfully Completed Advanced National Diploma in Human Resource Management (ANDHRM)
	2007
	Institute of Personnel Management

	
	Successfully Completed Certificate Course in Human Resource Management

	2006
	Institute of Personnel Management

	
	Successfully Completed Foundation Course in Human Resource Management

	2005
	UNITEC Institute of Business Studies

	
	Successfully Completed Certificate Course in Computer Studies


School Attended: Good Shepherd Convent, Colombo / Sri Lanka
· Passed G.C.E. Ordinary Level (2002) 
· Passed G.C.E. Advance Level (2005) 

Employment History III (Duties / Responsibilities)
· NOV Brandt Oilfield Services LLC (United Arab Emirates) since Nov-2013 
1. Super user for KRONOS Management system ( Leave management, clock in/ out for 
BRANDT , Sub-Saharan Africa employees)
2.
Maintain and update headcount report.(U.A.E, India ,KSA,Oman, Qatar,Azerbaijan,Algeria , Egypt and Tunis)
3. Provide administrative support to Human Resources. 
4. Update monthly supplemental Allowances for engineers on Kronos management system (BRANDT Dubai, Qatar, KSA and Sub-Saharan Africa). 
5. Maintain and update employees personal information 
6. Responsible  for coordinating Visas, passes, medical test and training programs. 
7. Responsible for travel arrangements using CWT portal of all personnel in the region and Sub-Saharan Africa. 
8. Taking care of hotel bookings and Rent a Car 
9. Review invoices for CWT/hotel/DHL for payment processing in order to ensure accuracy of cost. 
10. Maintain administrative forms and manuals. 
11. Prepare necessary documents for DEWA/ DU/ Etisalat 

Employment History II (Duties / Responsibilities)
· Hilton London Paddington (United Kingdom) from Oct 2009 to May 2013 
1. Outstanding experience in Hospitality and customer service In-depth knowledge in data evaluation, collection and interpretation Skilled in planning, organizing, monitoring, report development and presentation 
2. Strong communication, problem solving, decision making, and interpersonal skills Superior customer service and conflict resolution skills 
3. Ability to work in a fast-paced environment 
4. Handled VIP amenities and arrivals, messaging and guest relations. 
5. Check in and check out the guests 
6. Upgrade VIPs, DIA and GOLD members of the following day according to Myway arrival report. 
7. Upselling rooms 
8. Ensured room availability to maximize occupancy 
9. Maintained positive relations with other staff and departments. 
10. Maintained and ensured best services offered and represented the image of the hotel values. 
11. Maintained and ensured best services offered and represented the image of the hotel values. 
12. Ensured a high level of customer service is consistently maintained. 
13. On the Job training courses- 
· International ONQ basic system and guest functions 
· Hilton Worldwide information security and privacy training 
· Hilton Make it right E-learning 
· Hilton HHonors expanded Rewards and Reimbursement 
· Global Antitrust 
· Hilton Complaint handling 

Employment History I  (Duties / Responsibilities)
 KPMG Executive Search Pvt Ltd  –  (Sri Lanka) from July 2006 to Jan 2009
HR Executive  (Jan 2008 –Jan 2009)
1. Advising clients as to how to systematically restructure remuneration for organizations in order to be competitive in attracting, retaining and motivating talented human resources. 
2. Responsible for recruitment activities for long and short term assignments 
3. Active team member in several salary survey engagements for a range of clients including INGOs, Manufacturing companies, Energy sector, Chemical industry and service sector entities 
· Involved in Project planning 
· Gathering details required from the client organization 
· Review of job descriptions of client organizations 
· Obtaining participatory organization approval 
· Draft and send out questionnaires to agreed participatory organizations 
· Data gathering from participatory organizations 
· Analyzing,Job matching and Benchmarking 
· Making the quartile calculations 
4. Staff capability Assessment 
· Research of similar work and reports 
· Analyze the divisional tasks and responsibilities as against the job roles of the client organization 
· Analyze the divisional tasks and responsibilities as against the existing number of personnel covering each of the required job roles and their actual competency standards
· Analyze the human resources cost in terms of actual staff compensation for each operating division 
· Analyze the human resources cost in terms of identifying the minimum number of staff required for each operating division 
HR Assistant  (Feb 2007 –Dec 2007)
1. Played a supportive role in coordinating the projects including active participation in TNAs 
2. Coordinating the administration aspects of projects 
3. Compiling and refining job description and advertising of vacancies internally as well as for clients as part of the recruitment process, including liaising with the media 
and clients
Trainee HR Assistant (July 2006 – Jan 2007)
1. Designing the advertisement using adobe illustrator 
2. Coordinating interviews 
3. Prescreening functions for Finance, Marketing and HR roles 
4. Responsible for all accounts, monthly reporting and billing (client) – KPMG Executive Search (Pvt) Ltd 
5. Responsible for recruitment activities for short term assignments 

Extra Curricular Activities
Participated in the inter auditors Badminton & Netball tournaments (KPMG) 2007 Member of the school English Literary associations (2003-2005)
