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Visa Status: Tourist Visa.
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Key Expertise 

Human Resources & Administration 
It is with pleasure that I forward my Curriculum Vitae for your kind consideration for the suitable post in your esteemed organization in Dubai.

 

I have experiences, Business Development, Planning and Developing, Sales & Marketing, Customer care, Administration and HR, Documentations, Promotions and Advertisements, Insurance and Banking, Quality Control and Production, Handling Customer and client Meetings, Workers Arrangement and Handling, Organizing work Shift and Transportation, I am capable of handling any task due to various Career Experiences in my past. 

 

Further, I am highly motivated and able to work on my own as well as with others towards a common goal. This predisposition has enabled me to work with staff and customers ranging from individuals to multinational organizations.

 

I have completed International Higher Diploma in Business Management and Diploma in Human Resources Management, Diploma in Information technology Course.

 

I have a strong drive for performance, compliance and ethics combined with a sense of purpose.
Core Competencies
Formulation of HR Policies and implementation, Manpower Planning, , Coordination of Manpower  Recruitment in International Platform,   , Performance Apprise & Talent Management, Training and development, Employees Management including Processing of Employment & Business Visas, Resident Permits, Exist Permits, Health Cards Resignations & layoff, Counselling ,etc.
Last Assignment
HBK Contracting Company W.L.L – Doha Qatar
HR Executive (Sep. 2015 - February 2016)

Job Profile: 
· Conduct Performance Evaluations of staff in line with Evaluation Policy of the Company & record them in order and maintain the performance appraisal records accurately.

· Timely renewal of RPs/ actions based on evaluation Results & final Decisions of Management.

· Preparation & monitoring of redundancy of staff or expected redundancy & actions with the direction of Manager- HR & Admin.

· Preparations of Warning, Resignation & Termination Letters of Staffs in line with Approval of Management, follow-up their timely exist in coordination with Logistics/Finance and maintain updated records.

· Monitor the daily attendances of Head Office Staffs and prepare weekly & monthly reports of late attendees and submit to Manager- HR & Admin for actions/advise.

· Arrangement of Service Certificates of all Resigned, Terminated Staffs & any such letters to any addresses when requested by staffs on confirmation of employment.

· Maintain & update records on Company Female employees (RP/Work permit/Renewals) and follow-up Work Permit renewal. 

· Participate in all female employees’ selection interview & Employment formalities.

· Follow up and handle grievances / Accommodation Status of Female employees in line with Company Policy. 

· Coordinate all requirements of Official Visits of HBK employees.

· Coordinate with Immigration Office & arrange Business Visit Visas for Visiting Guests for the Company Official Affairs. (Accommodation & Transports will be coordinated from Administrations & you are required to coordinate with Immigration, Admin & Logistics Departments to ensure smooth arrangement of issuance of Business Visas, extensions when required and exit of the Guests.)

· In charge of All Personal Files of Terminated/Resigned staffs with updated records.

· Follow the Departmental Work Etiquettes when performing assigned Responsibilities.
· Any other Special Mandatory duty entrusted by Manager- HR & Admin as & when necessary.
Previous Assignments

Marine Air Conditioning & Refrigeration Co - QATAR
HR Secretary (March 2014 to Sept 2015)

Job Profile:
· Administers pre-employment proficiency tests for the purpose of ensuring eligibility for employment.

· Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/or taking messages.

· Assists with employment process (e.g. callbacks, scheduling interviews, entering information into computer, maintaining current applications, assisting with applicant searches, notification, new teacher orientation/induction, career fairs, etc.) for the purpose of meeting district staffing requirements while complying with established guidelines.

· Assists with new employee orientation (e.g. introducing personnel, payroll, and benefit policies, assisting with enrollment forms, etc.) for the purpose of ensuring employees are knowledgeable of current practices and administrative processes.

· Attends meetings, workshops and seminars for the purpose of gathering information required to perform functions.
· Conducts exit interviews and enters data in computer for the purpose of documenting and/or providing reliable information for the quarterly and end of year compilations of responses.

· Greets individuals entering the office (e.g. visitors, staff, parents, applicants, etc.) for the purpose of responding to inquiries and/or directing individuals to appropriate location.

IWS Holding (Pvt) Ltd – (Sri Lanka)
Executive Secretary (2013 February – 2014 Feb)
Job Profile:  
· Coordinates office operations and supervise support to the Office;

· Manages the calendar and serves as liaison with both internal and external constituencies. Works independently addressing calls, visitors, and correspondence directed to the Office, using judgment in referring requests to appropriate individuals and/or provides appropriate responses on matters which do not require the Administrator’s personal attention. 

· Responds to requests for administrative information and prepares office reports; 

· Opens, reviews, sorts and distributes the mail in accordance with staff assignments; 

· Organizes and coordinates the administrative activities in the department, including handling incoming correspondence and drafting responses, designs and maintains office files, maintains various financial records 

· Organizes, plans and schedules demanding workloads for assure timely completion 

· Performs other related duties as assigned.
HIKVISION LANKA (PVT) LTD 

Executive Secretary – (January 2012 – January 2013) Contract Basis
Job Profile:  Getting Job description & specification from the client coordination, handling all recruitment 
Procurers.  Office administration work. 
· Scheduling administrative/Technical work streams

· Management of project agenda

· Answering questions from employees.

· Notifying employees of any changes in their terms of employment.

· Providing advice and guidance on a number of HR issues.

· Attending recruitment interviews as a panel member.
· Handling drop-in  clients and visitors

· Corresponding with  clients and principals through email /teleconferencing 

· Customer Relationship Management
· Secretarial & Administration Functions

· Support in preparing files for board meetings

· Invoicing

· Management of  leave, overtime and medical leave
EUROPEAN COLLEGE 

Front Office Executive, Branch Coordinator 2008 – 2011

Job Profile:  
· FRONT OFFICE EXECUTIVE -  European College – (Kandy) - 2008 -2009

Handled Student Recruitment, front office Telephone, Typing of 

Lecture notes, Lecture timetables, collection of fees and petty cash. 

· BRANCH COORDINATOR - European College (Colombo) - 2009 -2011

Coordinated: Student Recruitment, Academic Schedules, and Collections.

TOEFL EXAM COORDINATION: Functioned as a Test Center Administrator
OBJECTIVE – HR Administration and Business Management 
To obtain a challenging and rewarding position in HR Administration and Business Management with an organization which recognizes my true potential and provides me sufficient avenues for professional growth through nurturing my technical skills and competencies.

I am a Strong analytical and organizational, outstanding interpersonal, Telephone manner, and Office etiquette, outstanding team player & ability to work well with all levels of organization, Excellent Interpersonal & Communication skills Person.
Educational Qualifications

ACADEMIC QULIFICATION - HND
· International Higher Diploma in Business Management – UK. 
At Westminster Institute of Higher Studies, Colombo, Sri Lanka. January 2008. 


Modules Covered:
Level - 01. 
Business Management & Administration, Interpreting

& Analyzing Information, Marketing Principals and Accounting Techniques. 

Level - 02. 
Economics for Business, Introduction to Business Law, Analyzing & Improving Organizational behavior, Strategic Management in Theory & Practice. 

Level - 03. 
Marketing Planning & Decision Making, Theory & Practice of Human Resource Management, Customer Service for Management & Supervisor, Corporate Policy & Strategic Decision Making. 

Level - 04. 
Financial Management, Leadership Studies, International Business Environment, Business Management Project. 

                                             Special Subjects. 
Management Activities to Achieve Results, Administrative Practices & Procedures, Managing Communication, Knowledge & Information, Business Ethics

· Diploma in Human Resource Management 
At Westminster Institute of Higher Studies, Colombo, Sri Lanka. July 2012. 

· Diploma in Information Technology 

- At IDM College, Kandy, Sri Lanka. 

· Diploma in Culinary & Arts 

  
- Swiss Lanka Hotel school, Kandy, Sri Lanka 

· Advanced  English 
  


- Royal Institute Kandy, Sri Lanka  

· Professional Diploma in English 

- European College, Kandy, Sri Lanka.

Personal Information

· Date of Birth
: 01st January 1989

· Languages

: English, Tamil & Sinhala
· Marital status
: Married 

· Driving Licence
: I have valid GCC Driving Licence for Light Vehicles 
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