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Isuni 
 Human Resources Assistant (2 years+)
Professional Brief

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.

· Assists with processing of terminations.

· Assists with the preparation of the performance review forms.

· Assists HR Manager with various research projects and/or special projects.

· Assists with recruitment and interview process.

· Assists with the various employee discount coupons by contacting companies for coupons as directed by HR Manager.

· Schedules meetings and interviews as requested by HR Manager.

· Makes photocopies, faxes documents and performs other clerical functions.

· Files papers and documents into appropriate employee files.

· Assists or prepares correspondence.

Professional Scan and working experience 

Banking Assistant (Job Skills Development Program)
December 2011 to June 2012, Srilanka.

Key Deliverables:

· Help customers fill out loan applications and serve as liaison between clients and loan officers.

· Maintaining loan application files and entering creditors into CRIB (Credit Information Bureau of Sri Lanka)

· Familiarity in dealing with personal details confidently.
HR Assistant 
January 2013 to February 2015: Nawaloka Hospital, Sri Lanka.

Key Deliverables:

· Experience in checking and preparing attendance for calculating employees’ salary.
· Experience in preparing reports on overtime, absenteeism and turnover. 
· Familiarity in dealing with personal details confidently.

· Experience in engaging work studies conducted in the organization.
· Immense experience in checking employee’s finger prints with monthly rosters to control late and early attendance of employees.
· Ability to prepare late attendance and early departure reports and analyzing data of employees.
· Thorough knowledge of principles and practices of payroll and personnel record keeping.
Achievement:

· Successfully achieved Payroll work before the given timeline.
Certifications

· Obtained a Good Pass in Spoken English conducted by The BRITISH COUNCIL in Sri Lanka.
· Followed the Diploma in Business Information Technology at Siksil Institute in Sri Lanka.
· Completed the Diploma in ICT at IDM Computer Studies in Sri Lanka. 
· Completed the Diploma in English at IEM Institute in Sri Lanka.

· Completed Foundation Course in Human Resources Management at IPM in Sri Lanka.
Education

2010 – G.C.E. Advanced Level Examination –Anula Ladies College, Colombo.
· Business Studies
- B
· Accounting        
- C

· Economics         
- C
2007 – G.C.E. Ordinary Level Examination – Anula Ladies College, Colombo.
· Buddhism
 - A
· Sinhala              - A
· English              - A

· Mathematics
- B
· Dancing             - B
· Science

- C
· History   
- C
· Social Studies
- C
· Business and Acc. Studies - C

Personal Details

· DATE OF BIRTH
: 6th of December 1991.
· AGE

: 24 years.
· SEX

: Female.

· RELIGION
: Buddhist.

· NATIONALITY
: Sri Lankan.

· STATUS

: Single.
· LANGUAGES
: English, Sinhala.
I hereby certify that the above information is true and correct to the best of my knowledge. I am aware that if any of the above particulars are found to be false or correct, that any relevant information has been disclosed. I am liable to be disqualified before selection and to be dismissed without any compensation, if detected after appointment.

………………………………

                                                        ……………………………
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