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Objective  

To build a career with a leading corporate of environment, with committed and dedicated people, which will help me to explore myself fully and realize my potential, and assure to work with utmost dedication and asset, in the organization, to achieve the company’s target.
Profile Summary
· 8 years of experience as Admin Executive, cashier & Sales in UAE & Srilanka.

· Proficient in MS Office applications.

· Excellent communication and influencing skills.

· Strong Customer Service skills in a fast paced retail environment.
· Energetic and capable of working with minimal supervision.

· Ability to accurately operate a POS system, convey prices, calculate discounts and process all registers transactions.
· Adherence to deadlines without sacrificing quality of output.

· Systematic and methodical approach to work.
· Ability to assist a large number of customers and work long hours.
· Ability to develop strong customer relations.
· Prioritization of work and perfect time management.
· Accurate with mathematics and currency.
_____________________________________________________________________________________

Work History
Organization
: MAFHypermarkets - Carrefour.
Place

: UAE, Abu Dhabi
Duration
: August 2012 till September 2014
Job Profile
: Accountant Assistant
· Processing payment to various departments of local purchase.

· Monitor on pending invoices and do necessary follow up.

· Preparing payable and receivables report.

· Liaising with Receiving/Warehouse team for accuracy of inventory.  
· Control and follow up the pending Home delivery with the suppliers.

· Manage receipts and coupons. 
· Prepare ageing analysis for outstanding balances.

· Maintain monthly debit balances report for all suppliers. 
· Calculate and Prepares monthly gross margin report 
· Verify negative margin report as per daily turn-over
· Following cash handling procedures and cash register policies.
Organization
: Abu Dhabi Commercial Bank, Al Rigga Branch
Duration
: November 2008 till December 2011
Job Profile
: Filing Assistant
· Establishes a document filing system for all hard copies. 
· Registers, files and retrieves all incoming and outgoing documents.

· File records away in alphabetical or numerical order and Code files for proper placement. 
· Ensure if files are loaned out that they come back.

· Clean and maintain file space. 
· Create new entries as needed and Log all files that removed.
· Ensure files are accessible and that room is well lit.

· Process and scan files to be entered into computer in digital database.

· Use scanners to convert forms, receipts, and reports into electronic format.
Organization
: Odel LLC, Srilanka, Duty Free branch.
Duration
: August 2007 till October 2008
Job Profile
: Sales/Store Assistant

· Attending to customer to needs and building a loyal customer base.
· Assist customers with their purchases while providing Outstanding Customer Service in a friendly, proactive manner.
· Assist with merchandise and display maintenance. Maintain housekeeping levels to ensure cleanliness and safety standards.

· Be aware of any promotional offers and encourage the customers to avail discounts on the products promoted by the store

· Handling the cash till by receiving cash, checks, debit and credit card payments, bagging purchases and giving receipts.

_________________________________________________________________________
Academic History
· Ordinary Level (GCE A/L) at Wijyawardhana Maha Vidyalaya 
· Advanced Level (GCE A/L) at Homagama Central College (Board of Sri Lankan Syllabus).

· Certification in Book Keeping and Documentation at EJTA Centre in Colombo.

· Certification in Production Management (Garment & Textile).
Computer Literacy
: Stock Maintaining Systems & POS System 

  Microsoft Office: Word, Excel, PowerPoint and Outlook

   
Personal Details
Date of birth

: 11.10.1987
Nationality

: Sri Lankan

Gender

: Female

Civil Status

: Single

Visa status

: Visit Visa 

Languages Known
: English, Hindi and Sinhala

The above-furnished information is true to the best of my knowledge and belief.
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