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CAREER FOCUS
Seeking a long-term opportunity within the business community, where my professional experience, education, and abilities would be advantageous to the growth of my employer and myself.
OBJECTIVE

To become an excellent professional who can use innovative ideas and capabilities towards achieving the organization’s mission, in ever challenging business environments.

PERSONAL DOSSIER

· Nationality                  :   Sri Lankan 

· Age
                   :   27 Years

· Date of birth
       :   10.10.1987 
· Sex                               :   Female

· Civil status
       :   Unmarried

· Visa Status                  :   Resident Visa
LANGUAGE PROFICIENCY

· English                       :            Fluent                     

· Sinhala                       :            Fluent                  

ACADEMIC CREDENTIALS

General Certificate of Examination (G.C.E. O/L) - 2003
· Buddhism


           -
A
· Social Studies & History           -
A
· Health & Physical                      -
A
· Sinhala

                       -
B
· Mathematics                               -
B
· English            
                       -
B
General Certificate of Examination (G.C.E. A/L) - 2006
· Sinhala                                         -          A
· Political Sceince                          -          A
· Buddhist Culture                        -          A
· English                                         -          A
TECHNICAL SKILLS & QUALIFICATIONS
· I have successfully completed Diploma in MS OFFICE at British Informatics of computer technology – Colombo 06. 
                                              Sri Lanka
· Successfully completed the course certificate in Computer Applications Assistant at Langway Institute – Colombo 04. Sri Lanka.
· I have sound knowledge of following areas.

MS.Word .  MS.Excel.  MS. Power Point
MS.Access. Internet and E-Mail and Windows XP.
PROFESSIONAL SKILLS
· Presentation Skills

            ∙ Strong presentation skills                      

            ∙ I can summarize data in to report format    

              which  must be clear and concise and contain   

              the relevant data to suit the audience
· Interpersonal Skills

            ∙ Used to balancing more than one task  

              simultaneously and balancing the needs of  

              different people and varying agendas
Special Skills-

Over 10.000 key strokes per hour with 98% accuracy.(40-45 W.P.M. Approximately)
PERSONAL ACHIEVEMENTS
· Prefect


· Captain of the school Sports Meet
· Member of Sri Lankan Girl Guides Association.
· School Games Captain 2004-2005.
· Junior Prefect 2002-2003.

· The Leader of School Guiding Batch 2005.

· The Secretary of School Literature Society 2006.

· The President of the School Junior Science Society 2003.

· The Captain for School Cadetting Team 2002.
· The Captain of School Volleyball Team 2003-2005.
· The Captain of School Netball Team 2005
 EXPERIENCES
    Organization: Sri Lanka Insurance Cooperation.
    Address of Organization:  Colombo 02, Sri Lanka.
    Designation: Insurance Assistant Administrative Clark                   

                           and Data Entry Operator                                                          
    Duration: (2010-2011)
    Organization: Dialog Telecom Ltd.
    Address of Organization:  Colombo 02, Sri Lanka.

        Designation: Retail Sales Executive ( Multi Task ) & Data            
                           Entry Operator                                                     
    Duration: (2011-2013)

    Organization: Homes r Us Trading LLC.
    Address of Organization: Dubai.UAE.          

    Designation:  Head Cashier and Customer Care Officer
    Duration: (2013-2015)
 AREAS OF WORK PERFORMED
· Monitor the front line team work, support and performance.

· Finalizing the customer’s complaints promptly.

· Evaluating team work and sales every month end.

· Developing and monitoring the internal control within the division.
· Conducting the customer survey every month ends. 
· Carryout customer verifications as prescribed in the verification procedure provided by the Company.
· Handle customer complaints and channel them with the relevant departments if required as per set policies, procedures and guidelines. 

· Maintain knowledge of current sales, promotion, policies regarding payments, exchanges, security practices and briefing to front line agents.
· Reply and feedback to the Audit reports.
· Finalizing “monthly spot audit” reports.

· Monitoring the back office works.
· Initial document verification/application tracking verification/documents uploading/data scan/image base creation/sending alert mail/new connections, promotion, news alert etc. /auditing cashiering and billing related.
· Briefing and update co-staff with regard to audit mail/circulars/promotion.
· Open and close  cash register, performing tasks such as counting cash, separating charge bills, coupons and vouchers, balancing cash drawers and making deposit.
· Working on the phone and in person to provide information about promotions plans for customers.


	
	


