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SHERINE 
SHERINE.344091@2freemail.com 
INTRODUCTION
A highly motivated, self confident individual with exceptional multi-tasking and organizational skills. Able to exhibit confidentiality, discretion, tact, diplomacy and professionalism when dealing with Directors and Senior Managers. 
15+ years of successful working experience in Secretarial, Administration, Customer Service, Data Base Management, Public Relations and Sales in reputed Organizations in Sri Lanka as well as U.A.E. Currently looking for a suitable pposition with an ambitious company.

AREAS OF EXPERTISE

· Administration 

· Secretarial duties 

· Document management 

· IT skills

· Event management 

KEY SKILLS AND COMPETENCIES 

· Excellent communication skills able to liaise confidently with senior management. 

· Good understanding of Director level responsibilities. 

· An excellent level of attention to detail.

· Ability to priorities workload in a demanding team environment. 

· Excellent knowledge of Microsoft Office, PowerPoint, Excel, Outlook.
· Excellent verbal and written communication & strong interpersonal skills

· Ability to handle multiple tasks and projects

· Work effectively in team situations

· Very fluent in English, Sinhala & Tamil

Professional Experience

· MARKSS HLC (Pvt) Ltd


Personal Assistant to Managing Director

Apr 2011 - Oct 2016

· IIR Middle East (Informa Middle east) Data Base Research Executive

Oct 2007 - Oct 2010

· ABN AMRO Bank (Dubai)

Customer Service Executive 

Jan 2007 - Oct 2007

· STANDARD CHARTERED BANK (Dubai)  Sales Executive 
 Jan 2006 - Dec 2006

· COLOMBO PLAZA HOTEL 

Executive Secretary 

Nov 2004 to Apr 2005

· ALFABETA ENGINEERS (PVT) LTD  
Confidential Secretary to the Managing 

Director/ Chairman – Jan 2001 - Nov 2004

Main duties & responsibilities

· Provide general secretarial / administration support to senior managers & Directors.

· Organizing external / internal meetings/ conferences attending them and taking minutes. 
· Organizing company’s corporate events

· Liaising with other staff regulatory authorities, suppliers and clients etc.
· Responsible for answering & screening telephone calls & face to face enquiries.
· Making appointments and arranging travel and accommodation , domestic and international. 
· Raising purchase orders, expense claims and arranging invoices. 
· Maintaining and enhancing the working environment of the department. 
· Carrying out routine administrative duties like photocopying and filing etc. 
· Writing reporting and briefing papers and making presentations.
· Dealing with incoming emails, faxes and post. 
· Producing board meeting papers, agendas, and facilities for meetings. 
· Promoting a professional image of the company. 
· Responsible for stationery acquisition including periodicals and subscriptions
Academic Qualifications

· Studied at Holy Family Convent, Colombo 04 and passed GCE O/L examination in 1992 with the results of 7 Credit passes and 1 Distinction pass

· Passed GCE A/L Commerce in 1995

· Obtained a diploma in Teaching Methods in Montessori Education at Marian Training Centre in 2003

· Obtained a certificate in Confidential Secretaries Course at Polytechnic Pvt. Ltd in 2004

· Obtained a diploma in Airline Ticketing, Marketing & Reservations at International Airline Ticketing Academy in 2004

· Obtained a diploma in Executive Secretaries and Administrative Assistance at Polytechnic Pvt. Ltd in 2005

· Completed a course study in Call Handling skills

· Attended training programmes in Customer Service

