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An enthusiastic Account Assistant with drive, determination and experience of working in a busy Finance department providing support to management Accountants Possessing excellent numerical & data entry skills along with a Comprehensive understanding of commercial, administrative and accounting Procedures. Having a proven ability to ensure that day to day work is carried out in line the agreed policies and procedures and quality standards. 
Keen to find a challenging Account Assistant position with an ambitious and exciting company where I will be able to continue to increase my work experience & develop my abilities.[image: image5.jpg]
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EMPLOYMENT BACKGROUND
Account Clerk - April 2006 to June 07

Penguin Casual wear (Pvt) Ltd, Panwila, Sri Lanka
· Responsible for providing accounting support to accounting supervisors and other managers within the department. Keys daily worksheets to the general ledger system, ensures files are complete and maintained as needed, handles accounts payable duties, and assists accounting personnel.


Duties and  Job Responsibilities:
· Maintains accounting records by making copies; filing documents.
· Reconciles bank statements by comparing statements with general ledger.
· Maintains accounting databases by entering data into the computer, processing backups.
· General office duties, answering phones, filing and distributing the post.
· Verifies financial reports by running performance analysis software program.
· Preparing and Arranging Cash payment either Cheque payment 
· Preparing Finance reports for Executive Level 
· Learning day to day finance activities and self motivate.  
 Account Assistants - Jan  2008 to Jan 2010
Emjay International (Pvt) Ltd (Head Office), Rajagiriya, Sri Lanka
· Responsible for providing financial documents such invoices, bills, accounts receivable, accounts payable, purchase orders, payroll, reports, petty cash and other financial records for entry into computer software. They also do bank reconciliations and assist in the preparation of budgets and reports.


Duties and  Job Responsibilities:
· Organized and able to deal with multiple workloads at the same time.
· Raising accounts receivable invoices & preparing invoices for payment. VAT and tax returns and bank reconciliation.
· Quickly responding to queries relating to invoices and payments and reconciling payments with bills.
· General office duties, answering phones, filing and distributing the post.
· Handling incoming cash and posting it into the relevant bank accounts.
· Checking Purchase Invoices to Delivery Notes.
· Proficient in the use of computerized accounting systems and spreadsheets.
· Accurately processing supplier invoices and credit notes.
· Good keyboard skills, and able to quickly input and manipulate financial data.
· Monitoring customer accounts for non-payment and delayed payment.
· Preparing financial report for top the management.

EDI Co-ordinator - July 2007 to Dec 2007
Smart Shirts Lanka Limited (Kat 1), Katunayaka, Sri Lanka
· Communicate with the other departments (Production / Merchandising / Quality / Packing / Warehouse)
· Preparing Packing list and other document according to buyers requirement.
· Responsible for the preparation of quotes for customers, which will involve examining products or materials to estimate quantities or weight and type of container required for storage or transport.
· High level of theoretical knowledge of BOI standards / Legal documentation / Shipping Method. 
· Good Communication skills, Dealing with 3rd party.
· Work with industry standard computer packages such as Microsoft Word, Excel, Powerpoint.
Shift Manager - April 2010 to  January 2013
Kentucky Fried Chicken (KFC) - Shepherd’s Bush, London, United Kingdom.

Duties and  Job Responsibilities:
· Serves customers by training staff; purchasing and displaying products.
· Competitive Analysis, Management Proficiency, Creative Services, Supply Management, Customer Service, Presentation Skills, Analyzing Information , Basic Safety, Promotions, Understanding the Customer, Verbal Communication
· Maintains quality service by establishing and enforcing organization standards.
· Contributes to team effort by accomplishing related results as needed.
Sale’s Advisor (Belong to Adidas) - Sep 2013 - Present
Sun and Sand Sports LLC - Dubai, United Arab Emirates.
· Responsible for delivering a friendly service, smiling, greeting and making eye contact with every customer that comes to the store. Playing an active role in providing a positive customer experience and driving sales.
Dynamic








High energy levels


Entrepreneurial flair


Increasing revenue growth


People skills


Highly motivated


‘Can do’ attitude





Accounting








Bookkeeping


Account reconciliations


Handling Petty Cash


Purchase orders


Budgeting processes


VAT returns


Highly motivated


‘Can do’ attitude





Smart








Coming up with ideas


Commercial judgement


Analyzing data


Effective planning skills


Innovative


Business sense





Professional








Sage AccPac, Cashbook


Data entry & ERP System 


MS Office & Excel


MS Outlook / Internet, Email


Electronic Banking Systems


Numeric calculations











The London College UCK - United Kingdom (2010- 2012)





	Successfully Completed - Advanced Diploma in Accounting & Finance (NQF Level 5) 





Association of Accounting Technician of SL (AAT) JUNE 2005.





Successfully Completed  - Foundation Examination


Successfully Completed  - Intermediate Examination 





I have successfully completed English, Speaking / Writing / Listening / Reading in the ETS logos and TOEIC are registered trademarks of Educational Testing Service in the United States of America.





High School - Kandy/Denu/ Pilimatalawa Central College, Pilimatalawa, Sri Lanka. 





Successfully Completed - G.C.E. Advanced Level, Sri Lanka (2004) of Commerce Stream.	


Successfully Completed - G.C.E. Ordinary Level, Sri Lanka (2000 & 2005).





PROFILE CONCLUSTION





I, the under signed, hereby declare, to the best of my knowledge and belief that, this resume


correctly describes my qualifications and experience. as well as for more REFERENCES will 


be available on request.





ACADEMI QUALIFICATIONS





Duties:


Make customers feel valued, welcomed and accepted.


Having a professional manner when talking to them.


Supporting the store team and manager to increase revenue streams and profit targets and KPI’s.


Providing a friendly and helpful service to customers.


Maintaining high standards of presentation and cleanliness across the store.


Demonstrating good product knowledge to customers on key promotions and offers.


Providing cover in other areas during periods of holidays and sickness.


Approaching customers that may require assistance if you are on the shop floor.


Carrying out stock replenishment and Visual Merchandising 


Ensuring all areas of the store remain tidy at all times.


Handle incoming phone calls related to; return material, requests, product samples, order referrals, sales promotions.












