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HARSHANA                                                                                                                    
Harshana.343154@2freemail.com
Objective
To seek a challenging career by being associated with a progressive organization, when I can be utilized my skills and work dynamically for the growth of the organization. As well as my professional growth and succeed in highly competitive environment.
Skills
· Strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency and financial performance improvements.  Highly adaptable; can thrive on challenges and excel in new environments.   

· An ability to work under pressure in a fast-paced, time-sensitive environment.  Committed to quality performance with an ability to learn new procedures
Professional Training
· Environmental Health and Safety Training

· Multi-skill Development Training 

· Centralized Payment System Training

· Basic Food Hygiene Training

· Customer Service Management Training

· EHS  & EMS (Environmental Management Training)
IT Skills
· Having knowledge in computer standards with current information technology and well versed with accounting package like Peachtree.
· Having experience in Windows, MS Office-Word, Excel and PowerPoint

Work Experience
SALES EXECUTIVE
WHEELS LANKA TRADING PVT LTD in Sri Lanka 

Period: 2013 to Jan 2017
Responsibilities:     

· Selling all kind of Japan vehicles.

· Ex All hybrid cars, lorry, van, jeeps, machineries.

· Handling customers and help them to find what they need.

· Before selling the vehicles complete with the foreman.   

· Watching after sales services and repair according to company policy. 

· Helping to the customers to have vehicles according to their budget.

· Promoting to all the customers to have Japan vehicles.

· Achieving targets every month 

· Convince to customers Exchange vehicles with new arrivals.
RECOVERY OFFICER

MACKSONS PAINTS LANKA PVT LTD
Period: 2012 Up to 2013
Responsibilities:     
· Collecting over 90 day’s B/O and R/C payments.

SALES ASSISTENT

EMIRATES PETROLIUM PRODUCT COMPANY [EPPCO] in Dubai
Period: 11.02.2007 to 2012/10/05
One of the biggest petroleum companies of U.A.E. owned by the Government of Dubai, a subsidiary of Emirates National Oil Company [ENOC], dealing in petroleum products and having convenient stores, forecourts, carwash, etc accessible 24x7 a year.

Responsibilities: 

· General Housekeeping
· Cashiering.

· Arranging things according to the planogram.

· Promoting promotion items to the customers.

· Preparing  daily worksheet and entering purchase invoices

· Maintaining daily records of sales of fuel and non-fuel products.

· Handling cash of convenient store, forecourt, oil-change and carwash.

· Handling credit transactions.

· Ensuring monthly site profit form target and budget.

· Monthly inventory of stock loss.

· Daily inventory of expensive products.

· Supervision of site staff. Scheduling of employees duty hours.

· Enhancing customer relationship and addressing their grievances

· Purchasing and merchandising of stock as per company’s plan following FIFO system

· Monthly reconciliation of fuel

· Performing daily safety and temperature audits adhering to the standards set by the Ministry of Health, Dubai. 

· Training staff for promotional products.
SALES REPRESENTATIVE

RAIGAM DISTRYBUTION - HEMAS MARKETING PVT LTD in Sri Lanka

Period: 2003-2007

Responsibilities:
· The goal is achieving, or surpassing, my target.

· Covering my sales area and pushing sales to maximum.

· Controlling the customer needs as per location...

· Watching over my sales team and making sure deliveries are done on time.

· Making invoice (cash, credit and check invoice).

· Display and merchandizing is part of my concern too.

· EHS standards are to be watched seriously within my responsibility.



· Monitoring damage and expired items.

· Operate direct from the company.
Achievements
· Best Employee of the Month (2 Times)

EMIRATES PETROLIUM PRODUCT COMPANY [EPPCO] in Dubai 
Educational Qualification
· O/L  passed in  2000

· A/L passed 2003 in commerce.

· Basic windows (MS DOS, Excel, Word, & PowerPoint)
Personal Profile
· Marital Status

: Married
· Nationality

: Sri Lanka
· Languages known
: English, Sinhala, Hindi, Basic Arabic, and Tamil.
Reference
Mr. jameel Abubker 

Site manager

Emirate national oil company

Shall be furnished if required 
Declaration
I hereby declare that the above mentioned statement is correct & true to the best of my knowledge & belief.
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