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CORE COMPETENCIES

Accounting Systems and Controls

Payroll Management

Administration 

Decision Making

Flexibility

EDUCATION ATTAINMENT

· Studied at 
Mary Immaculate Convent, Thudella, Sri Lanka. (From 1996 to 2000)



Ave Maria Convent, Negombo, Sri Lanka. (From 2001 to 2009)

· Passed General Certificate Education (Ordinary Level) Examination conducted by Department of Examinations, Sri Lanka – Year 2006 


Mathematics
-
C


English
-
A


Commerce
-
A


Social Studies
-
A


Sinhala
-
C


Science
-
C


Religion
-
A


Dancing
-
A


Health Science 
-
A


History
-
C

· Passed General Certificate Education (Advanced Level) Examination conducted by Department of Examinations, Sri Lanka - Year 2009 and Year 2010

2009 Result

2010 Result
               Economics
-
A


Economics
   -
C

               Business Studies
-
A


Business Studies
   -
B

               Accounting
-
S


Accounting
   -
C


General English
-
S


General English
   -
C


General Knowledge  
-
67


General Knowledge 
   -
67

PROFESSIONAL TRAINING QUALIFICATIONS

· Recently following BACHELOR OF COMMERCE (EXTERNAL) DEGREE at University of Sri Jayewardenepura, Sri Lanka from 2013 to now. (Registration No. EC/2011/S/468)

· Partly completed The Institute of Chartered Accountants of Sri Lanka -   Level II Examination on March 2011. (ICASL Reg. No. 1373749) 

· 
Fully completed the Association of Accounting Technicians of Sri Lanka (AAT) Final Examination in June, 2010. (Registration No. 2007119397)


· Passed Certificate Course in Taxation at DPR Training Institute, Sri Lanka on 2012.
OTHER QUALIFICATIONS
· 
Successfully completed The Information Technology for the Business Environment cause at The Institute of Chartered Accountants of Sri Lanka on 2011.

(Registration No.1373749)

·     Passed the University of Cambridge ESOL Examinations Entry 2 level test on 2011.

·     Followed Archdiocesan English Language Teaching Programme in Sri Lanka.

· 
Followed a Diploma in English cause at skills for life Educational Center, Kandana, Sri Lanka from 2010 to 2011.

· 
Followed a Computer Course at Ave Maria Convent, Negombo, Sri Lanka.

· 
Followed a Course of MS Office at skills for life, Kandana, Sri Lanka.

WORK EXPERIENCE

Company          :
R & J ASSOCIATES, CHARTERED ACCOUNTANTS, 





No: 480/8, Elvitigala Mawatha, Colombo 05, Sri Lanka.





Tel: (+94)11-2368998
Position Held   :

Tax Executive
Skills & Period:


From 18th of April 2011 to 28th February 2013
Description       :
· Simplified VAT (SVAT) registrations, filling the SVAT forms on monthly and handle the client's matters regarding the SVAT with the Department of Inland Revenue, Sri Lanka.

· 
Permanent & temporary Value Added Tax (VAT) registrations, filling the VAT returns on monthly & quarterly basis.
· 
Clear the VAT refunds from the Department of Inland Revenue, Sri Lanka.(Direct & Indirect Export Company’s)

· 
Obtain the import credit vouchers & extensions from the Department of Inland Revenue, Sri Lanka.

· 
NBT (Nation Building Tax) registrations & compliance & filling NBT returns on quarterly basis.

· 
ESC (Economic Service Charge) & compliance on quarterly basis. 

· 
Income tax computations of companies, partnership companies, proprietor companies & individuals
· 
Liaise with the Department of Inland Revenue in respect of client’s tax issues.

· 
Assist and support tax consultants and professionals in handling taxation matters.

· 
Organize tax works for tax professionals. 

· 
Maintain good relationship with customers.

Company           :
DIYATHA (PRIVATE) LIMITED,





No: 170C, Colombo Road, Weligampitiya, Ja-Ela, Sri Lanka.





Tel: (+94)11-4621168
Position Held    :

Tax & Administrative Executive
Skills & Period  :


From 18th of March 2013 to 31st March 2014
Description       :
· Preparing the VAT & NBT computations for the Diyatha Group and filling the VAT & NBT returns to Department of Inland Revenue.

· 
Documents preparing for the custom registrations.

· 
Documents preparing for obtain the bid bonds from the banks.

· 
Documents preparing for obtain the import licenses to imports.

· 
Documents preparing for open the LC in the banks.

· 
Documents preparing for the tourist board registrations.

·     Handle the petty cash payments and cheque payments and update excel sheet & Quick book system daily .(Diyatha Pharmaceutical & Healthcare(pvt) Ltd, Diyatha Energy Management (Pvt) Ltd and Diyatha Ref and Air Con (Pvt) Ltd)

·    Handle Diyatha Group of Company all secretarial works with the Registrar of Companies of Sri Lanka and coordinate with the company secretary.

· 
Maintain all companies original secretarial documents separately.
Company
         :
DIYATHA PHARMACEUTICAL& HEALTHCARE 






(PRIVATE) LIMITED




Sole Distributor of EPLA Laboratories (Pvt) Ltd - PAKISTAN

                                                
    No: 170C, Colombo Road, Weligampitiya, Ja-Ela. Sri Lanka.





Tel:  (+94)11 – 4388440/1
Position Held     :

Assistant Accountant
Skills & Period  
:

From 1st April 2014 to 31st December 2014
Description        :
ACCOUNTING WORKS

· 
Handle petty cash payments and cheque payments and update excel sheet & Quick book system daily.

· 
Prepare bank reconciliations every month end.

· 
Update sales invoices, sales return notes, cash & cheque receipts, all expenses and other journal entries in to the Quick Book.

· 
Prepare company Balance Sheets and Profit & Loss Statements weekly and reporting to Directors.

· 
Check company main stock (Medical Drugs) (with BIN card and QB system) weekly and reporting to Directors weekly.

· 
Supervise Stores Manager thoroughly.

· 
Maintain Posted date (PD) Cheques separately.

· 
Coordinate and communicate with banks in friendly manner.

· 
Specially maintain debtor register in excel sheet and reporting to Directors weekly.

· 
Take actions to collect outstanding payments from customers.

· 
Prepare sales rep wise reports weekly.(Including their sales, stock returns, cheque or cash collections, etc..)
· 
Prepare documents for obtain the Import Licenses for clear the shipments.

· 
Prepare documents for open the LC with banks.

· 
Prepare documents for obtain the government tenders (Stated Pharmaceutical Corporation – SPC)

·     Prepare documents for collect the SPC payments.
· 
Supervise Assistant office staff and medical representatives.

HR WORKS

· 
Prepare all staff (Management, Executive, Non Executive and Casual Staff) payrolls in Diyatha Group of Company monthly.

· 
Maintain Group of Company’s Management staff, Executive staff, Non Executive staff and casual staff personnel files.

· 
Work with Labour department and Central Bank of Sri Lanka.(EPF & ETF registrations)
TAXATION WORKS

· 
Prepare VAT & NBT computations for the Diyatha Group and filling the VAT & NBT returns to Department of Inland Revenue of Sri Lanka.

· 
Work with Department of Inland Revenue, Sri Lanka and company auditors.

SECRETARIAL WORKS

· 
Handle Diyatha Group of Company all secretarial works with the Registrar of Companies of Sri Lanka and coordinate with the company Secretary.

· 
Maintain all companies original secretarial documents separately. 

·     Documents preparation for do the brand Registration (Trade Mark) with Registrar of Companies, Sri Lanka.

LEGAL WORKS

· 
Handling company legal works and coordinate with company Lawyers.

· 
Maintain all companies’ original legal documents.

EXTRA CURRICULUM ACTIVITIES 

· 
Senior Prefect at Ave Maria Convent, Negombo, SL in 2008.

·     Member of School Rugby team in 2009 and 2010.

·     Participated in the running events (1500m & 5000m) at the school Annual Sports meet.

· 
Active member of Red Cross Society at Pamunugama, SL since 2005 and Secretary since 2009.

·     Senior member of St. Joseph Youth Club, Pamunugama Church, SL and treasurer in 2012 & 2013.

PERSONAL DETAILS 

Nationality 

: 
Sri Lankan

Date of Birth 

: 
December 17th 1990

Marital Status 

: 
Married

Gender


:
Female 

Religion 

: 
Roman Catholic

VISA Status

:
Resident Visa 
