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CARRIER OBJECTIVE
  I am seeking a Competitive and Challenging Environment where I can Serve

Your Organization and Establish an Enjoyable Career for Myself.
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CARRIER OBJECTIVE
  Ex cel lent co m m uni c at io ns sk ill s, bo t h v er bally an d O r ally

  Sen sit iv it y an d i nt e g r it y y et as ser t iv e a t t he s ame t im e

  An an aly t i cal an d lo g ical ap pr o ac h t o pr o blem so lv ing

  Co mmer cia l a war en ess an d i nt er est in y o ur c ho se n f iel d

  Abil it y t o wo r k o n y o ur o wn in it iat iv e

  M o t iv at ed an d a mb i t io us
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JOB HISTORY
1. Job Title
: Operational Assistant (From 05/2015 to 05/2016)
Organization
: Teas (Pvt) Ltd - Homagama

Nature of Business
: Tea Export

Duties & Responsibilities.
-
Purchasing
-
Petty Cash
-
SVAT
-
Handling Import/Export Documents
-
Maintain Blend Sheets
2.Job Title
: Accounts Clerk (From 07/2011 to 04/2015)     
Organization
: Management Services (Pvt) Ltd Nature of Business
: Sale Flora Tissue Products

Duties & Responsibilities.
-
Invoicing with ERP System
-
Analyze Monthly Sale
-
Create Monthly Stock Reports
-
Check Sales Commissions
-
Create New Imports Orders
-
Create Price Schedules
-
Handling Customer Deliveries
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 3.Job Title
: Accounts Clerk (From 09/2010 to 06/2011)
Organization
: Enterprises - Nugegoda

Nature of Business
: Sale Japanese Spare Parts

Duties & Responsibilities.
-
Cash Handling
-
Customer Service
-
HR
-
Petty Cash Handling
-
Banking
4.Job Title
: Business Development Officer
: Coordinating Officer (From 01/2010 to 08/2010)
Organization
: K & D Holdings (Pvt) Ltd. (HSBC Card Centre) Nature of Business
: Promote HSBC Credit Cards

Duties & Responsibilities.
-
Promote Credit Cards
-
Analyze Monthly Sales
-
Coordinate with HSBC Bank
-
Petty Cash Handling
-
Attendance
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PROFESSIONAL QUALIFICATION
   I Have Successfully completed Computer Course (MS Office Package)

   I Have Successfully completed Certificate in English for Career Part II –

University of Colombo.


SCHOOL ATTENDED & EDUCATIONAL QUALIFICATIONS
Homagama Maha Vidyalaya – Homagama (1996 –  2006)
Passe d G .C.E. Ordinary L evel Examination 2006
Dancing                     :           A Sinhala          :     B Mathematics   :   B Buddhism        :     B Commerce                 :           B English                      :           C Social Studies          :           C Science                       :           S
Lumbini College – Colombo 05 (2006 – 2009 )
Passed G .C.E. Ad van ce L evel Examination 2009
Business Studies      :           C Accountancy   :   C Economics              :           S English                     :           S
Dhamma School Final Certificate Examination 2007
Life of the Buddha                           :           S Buddhism & Proficiency in Pali   :           S History of Buddha Sasana            :           S Buddhism Culture                           :           C
EXTRA CURRICULAR ACTIVITIES
  Member of the school Co-Coordinator in MBSL Bank – Lumbini College

  Member of the School Western Band & Eastern Band – Homagama Maha

Vidyalaya

  Participated Traditional Dancing Events & Win Certificates in Homagama.

  Member of the school Badminton Team and took part in school matches.

PERSONAL PROFILE
Date of Birth
: 16th  N ovember 199 0
Age
: 25 Ye ars
Gen der
: F emale
First Name of Application CV No: 1700826
Whatsapp Mobile: +971504753686 
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NON RELATED REFEREES
1.  Mr. L avi n Raj wa n i .
Op era t io n s Ma n a g e r
Pee B e e Ma n a ga ge m en t S e rv i ce s (Pv t) L td
K at uwa na Ro ad, Hoamgama, Sri Lanka

Cont act : + 94 7 77 7 9 4927
lavinrajwani@peebeegroup.com
2. Mr. J.S.Shantha
Quality Manager
Ceylon Royal Teas (Pvt) Ltd Katuwana Road, Hoamgama,Sri Lanka Contact: +94 718 487288
shantha.sudesh@gmail.com
I cer tify here by th at t he in form a tion fu rn is hed he rein is tru e an d accu r ate.
……Sent Via E-mail……

K.Thilini Madhuka[image: image2.png]
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