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Contact HR Consultant for CV No: 340472
E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 
The Manager of Human Resource,

Dear Sir/Madam,

I hereby take this opportunity to forward my Curriculum Vitae for your kindly consideration.

Given an opportunity, I shall make it my earnest endeavour to discharge my duties to the entire satisfaction of my superiors. I have attached a copy of my curriculum vitae (CV), which will allow you to review my background and qualifications. I thank you for your time and look forward to hearing from you. Please feel free to call me on, if I can provide you with any additional information.

Again thank you for your consideration.

Yours Faithfully,

                           
Seeking a challenging position where extensive experience excellent interpersonal and analytical skills will be fully utilized and further developed.

Worked as a Human Resource Assistant at Huejay International Multiflora (Pvt) Ltd (Shirohana)- 2011 May to 2012 October.

· Preparing EPF, ETF PAYE TAX.

· Preparing & submitting EPF six month returns. 

· Handling Telecommunication bills of the company.

· Maintaining the petty cash Register and entering to MYOB system.
· Arranging monthly payment voucher files.


· Presently following the Professional Qualification in Human Resource Management (PQHRM) in the Institute of Personnel Management (IPM). 
· Project Research Report was completed as a partial fulfilment of PQHRM studies in the Institute of Personnel Management (IPM). 
· I have successfully completed the Certificate Course of Human Resource Management in the Institute of Personnel Management (IPM).
· I have successfully completed the Foundation Course in Human Resource Management in the National Institute of Business Management (NIBM).
· I have successfully completed the Beginners Diploma in ICT (B Dip.ICT) in the IDM Computer Studies (PVT) LTD.
   
Course Contents
Foundation of Information & Communication Technology (FICT)
 Introduction to Windows & Packages.
 Language & Communication.
Programming Theory Practice (PTP) with Visual Basic (VB).          Introduction to Web development (HTML, Flash, Dreamweaver).

· I have successfully completed the BTEC-Edxcel (UK) Certificate ICT Diploma in the IDM Computer Studies (PVT) LTD.

Course Contents
Web Design & Development (Java) – Part B.
Program Design Methodologies (PDM).
Object Oriented Programming with VB.Net.
Foundation of Information Technology (Part II).
· I have successfully completed the Sri Lanka Accelerated Skills Acquisition Program (ASAP) at IDM Affiliated University College, Nuwara-Eliya campus.

Secondary Education -

G.C.E. (A/L) – August   2010  

Subject


Grade       

Business Studies     

    C   

Economics


    S 

Accountancy


    S
English          


    S

G.C.E. (O/L)   – December 2005   
Subject


Grade       
Dancing


   A
Health



   B

English


   C

Buddhism


   C

Sinhala


   C

Social Studies


   C

Geography


   C

Mathematics


   S

Commerce


   S

At School (Good Shepherd BMV)

            Senior prefect of the School (2007-2008).

            Participate in the Inter-house net ball matches.
            Member of the school commerce comity.





I have fair knowledge of computer with following packages:

Microsoft Excel
Microsoft Word

E-Mail

Microsoft PowerPoint                     Internet       


Date of Birth
:
24 Dec 1989.
Schools  
:     Our Lady’s School Nuwara-Eliya.



Good Shepherd Balika Maha Vidyalaya Nuwara-Eliya.

Sex
:
Female.
Nationality
      :
Sri Lankan.
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