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B.V.P SAMANMALEE
Email:p.samanmalee1@gmail.com
                                          Intercontinental hotel apartment, silicon oasis,dubai.Applied For:Admin back office operations
SUMMARY:
· Dedicated & focused human resources & administration manager who excels at prioritizing completing multiple tasks simultaneously and following through to acheieve project goals.seeking a role of increased responsibility &authority.resourceful&accoumplised office manager with extensive office operations & personal organozation where I apply my current skills & knowledge
HIGHLIGHTS:

· Good Communication  & organization .             
· Relationship building &management .
· Team work &leadershps skills.
· Strone problem solver&legar admin support.
· Report writing & marketing planning .
· Technically &tactfully efficient.
· Ability to quickly adjust &to new environments situations.
ACCOMPLISHMENTS

Developed & implemented companysfrist employee manual outlining all proper business procedures & office policies.
 EXPERIENCE:
· Worked as a Human Resource & administration ManagerSaemaul Clothing Export Pvt Ltd, In Sri Lanka.                                    
( since 2002 to  july   2012 )  job role & work achievement .
(Recruitment& selection procedure,training&development ,job analysis,facilitated working relationships with co-tenants& building management organizes file,grated weekly & monthly reports&presentations.grievancehandling,Epf&Etf ,Salary Increments.daily office operation & maintenance equipment.)

· I Have one year Experience as a Accountclark at the Electricity Bordin Sri Lanka.(2000-2001)       job role & work achievement( Preparation balance sheet reconcilations,helped the company prefer for audits,helped maintain fixed asset registers,checking of stock adjustment s & supporting accountants & finance offices.)
· I Have one yersExperience as a customer service Assistant  atthe company of singer in  Sri lanka   (2013-201  )job role & work achievement    (created new processes & systems for incrasing customer service satisfaction assisted customes in finding out of stock items customer support & product representation for each client.  )                                                                                                       
PROFFESIONAL QUALIFICATION:
· I havefollowed  & successfully completed the national diploma in business studies.(  NDBS ) course at the advances technical institute.  In srilankaTwo academic years & one year training period at Lanka Electricity Board, rathmalana&bambalapitiya.( 1999-2002)
Subject                                                            
Accontancy

Commercial Law                          

 English Language

Marketing Management

 Advertisement & Public Relations                     
· I  Have followed the certificate course in Human resorce Management an institute of Personal   Management in Sri Lanka.  ( 2008 )
EDUCATIONAL  QUALIFICATION:
· I Have passed national diploma in business studies.
· G.C.E Advanced Level Examination passed.
· G.C.E Ordinary Level Examination Passed.

OTHER QUALIFICATION:
· I have followed the computer course at dehiwala advance technical instituteInsrilanka.
( basic knowledge of MS Office , MS Word ,MS Excel ,Power Point & Internet Browsing etc.

· I have followed the royal way English Course in srilanka.
· I have followed the eligibal diploma in clerical service .(  GRADE  B )

· I have followed the First Aid training certificate course in srilanka.
HOBBIES & INTERRESTING;
Reading , cooking &wachingtvprograme.

PERSONAL DETAILS:

· Name


:
BenaragamaVidanalagePriyankaSamanmalee

· Date of Birth

:
31/08/1976
· Place of birth

:
Aluthgama, Sri Lanka

· Language Known
:
English and Singhales
· Religion

:
Buddhist

· Nationality

:
Srilankan

· Sex


:
Female

· Marital status

:
Married
· Visa Status

:
Visit visa ( 18/04/2016 to 15/07/2016 )
REFERANCE
Mr :Mohomed Shiraz                                                           Mr: SujeewaDayananda
Production Director                                                               production Manager  

Saemaul clothing Export (pvt )Ltd.                                     Saemaul clothing Export (Pvt) Ltd.

DECLARATION:

I hereby certify that the above information is true and correct according to the best of my knowledge & My Experience. If selected I assure that I would perform to the best of my abilities, early awaiting a Positive response.

Applicant Signature

B.V.P SAMANMALEE

