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PROFESSIONAL QUALIFICATIONS

· Followed a Business English Scholarship Program, which was conducted by Gateway Language Centre and sponsored by John Keells Social Responsibility Foundation. 

· Followed a Diploma in BTEC (BTEC – Dip in ICT) at IDM Computer Studies (Pvt) Ltd. 

· Diploma in English at Aquinas College of Higher Studies, Colombo.(Result pending)

· Followed Cisco Certified Network Associate (CCNA) at SLIIT Metro Campus.
· International Certificate in Information Communication Technology at Ameritec Lanka International.

· Certificate in Life Insurance Practice Conducted by Union Assurance PLC.
· Participation Certificate for The Ladder Project Conducted by Union Assurance PLC.
EDUCATIONAL QUALIFICATIONS
Zahira College, Colombo 10, Sri Lanka
Ordinary Level
:
ENGLISH ( B ) , ISLAM ( C ) MATHEMATICS ( S ) , 

SINHALA ( S ),  SOCIAL STUDIES ( S ) , HEALTH ( S )

WORKING EXPERIENCES

· Union Assurance PLC
Promoted as a Customer Service Assistant 

February 2013 to January 2017
I started working for Union Assurance PLC as an outsource employee from August 2011 as a call centre agent. Due to my performance in call centre I got myself permanent at the same company as a customer service assistant in February 2013.

Duties
· Task of handling inbound calls and outbound calls.

· Effectively manage a high volume of inbound and outbound customer calls.

· Giving the optimum satisfaction for the inquiry to the customers via phone.

· Managing customer calls effectively and efficiently in a complex, fast-paced and challenging call centre environment.

· Outbound calls – Handling outbound calls is different task than handling inbound. Make customers feel comfortable with our service.
· I have managed to walk an extra mile in order to satisfy the customers need not only by talking over the phone but also meeting them personally.
· Once in a while I get a chance to face the customer at the front office and help them to solve their problems.
· Develop all process controls and metrics for daily management of the call centre.

· Telesales and explaining about all life insurance policies.

· Preparing monthly rosters for all employers in a call centre.

· Gobetter Logistics and Distribution (PVT) Ltd  
Promoted as a Marketing Executive 

March 2010 to March 2011.

           Duties
 
· Overall supervision of  subordinates & minor staff.
· Overall supervision of  maintenance of vehicles.
· Marketing.
· Planning & handling of operations.
· Correspondence & coordinating with customers under fully computerized environment.
· Preparation of sales promotions.
· Preparation of sales targets.
· Analysing & updating of sales related reports & documents.
OTHER ACHIVEMENTS & REMARKS
· A member of Malay & English Society.

· A member of Islamic Society.

· A member of IT community at Zahira College Colombo.  

· Sports Inter House: Football under 15-17-19 
