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Personal Profile

	
	I am a highly motivated, adaptable and responsible person with 9 years’ experience in Administration and Customer Service Industry, eager to grow and be challenged more.

I believe in ensuring that my team is fully engaged in the company core process will contribute to the success of the organization. 


	
	Key Skills

	
	Technical (Computer Skills) 
Proficient with the following 
· Kronos (Time Management, Payroll software)
· Computer software: Oracle (Purchasing System)
· Microsoft Office Suite (Word, Excel, PowerPoint) 
· Outlook, Online signature verifying process and reconciling impersonal accounts.



	
	Management 
· Experienced in supporting the Human Resources Department across all operational and administrative functions.
· Hands on experiencing handling Holiday recording system, absence management system, payroll time card reconciliations and maintaining department Colleagues personal files.
· In depth knowledge in recording and maintaining documentation to meet the ISO 9001 Standards, fluent with the UAE Labour Law, Human Resources policies, procedures and documentation.
· Managing and collating reports with regard to overtime hours and leave balances.

· Liaising with the Human Resources Department arranging Colleague Visa Renewal Process in a timely manner 
· Assisting Colleagues with planning vacation and booking flight tickets.

· Making sure the Departments new Colleagues’ Induction and Probationary Appraisals are completed in a timely manner.
· Arranging Department meetings and recording meeting minutes.
· Proven excellent Project Management skills.

Organisational and Operational 

· Able to multitask many projects at once whilst providing the required operational support needed. 

· Proven ability to utilise all available tools required to ensure continued success of the operation (organizing stock and equipment, ordering supplies)
· Planning and working with budgets, negotiating with Suppliers for the preferred pricing and bringing in new products.
· Able to provide excellent quality service to both internal and external customers.
· Liaising with the Marketing Department with regard to the rides theming and new signage.
· Assisting Guest Services and Entertainment Department during the absence of their Administrative Assistant.
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	Employment History



	
	Coordinator – Operations (Rides & Attractions / Guest Services)
Farah Leisure Parks Management (Ferrari World Abu Dhabi) 

June 2013 - Present  
Abu Dhabi, UAE

Administrator – Business Excellence Department  
Farah Leisure Parks Management (Yas Waterworld Abu Dhabi)

September 2012 – June 2013
Abu Dhabi, UAE

Customer Service Executive (Reconciliations Department and Signature Verifying Department)
HSBC Global Resourcing Group Service Centre

November 2005 – August 2012

Colombo, Sri Lanka



	
	Education and Training 



	
	Advance Diploma in Business Management

Aquinas University College

2011

Sri Lanka

Diploma in Professional Business Management 

Aquinas University College

2010

Sri Lanka

Train the Trainer

Farah Leisure Parks Management

2014

United Arab Emirates

Money Laundering Policies and Procedure

Data Protection 

Complaint Handling

Reconciliation of Banks Impersonal Accounts

Signature Verification

Banking Compliance Policies and Procedures

HSBC Global Resourcing Group Service Centre

2005 – 2012

Sri Lanka

(References available upon request)




