Application for Telephone Operator
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Email:  ama.353310@2freemail.com 
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· Certificate in Human Resources Management            : Institute of Personal Management,          Kurunegala, Sri Lanka                                                                     
· Certificate in  Microsoft Office                                            :      Nenasala Acedemy ,Hiddana Gokarella ,Sri Lanka
· Certificate level course in Spoken English                    :      SLIIT ,Kurunegala ,Sri Lanka

· Followed a Pharmacist course 


    :    Wathhimiya Academy,    Kurunegala ,Sri Lanka( Conducted by Medical Council ,Sri Lanka)
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Institute

:
Wayamba Advertising Company (Pvt) Ltd,Kurunegala,Sri Lanka
Designation

:
Telephone Operator
Duration

:
1st  May 2016-30th October 2016 
Institute

:
Open University, Kandy ,Sri Lanka
Designation

:
Telephone Operator
Duration

:
28th June 2015-29th December 2015
Hotel


:
Swiss Hotel, Kandy, Sri Lanka

Designation

:
Telephone Operator

Duration

:
10th October 2013-06th January 2015

[image: image8.emf] 


School/University
:Ku/Lakdas De Mel College, Kurunegala           -  G.C.E O/L in 2010












Mathematics : A












Science            : A












History            : A












Agriculture    : A












Geography     : A












Buddhism      : A












Sinhala            : B

 










Music               : B












English            : C

                                                                                                                                G.C.E A/L in 2013












Biology           : C





[image: image17.jpg]









Chemistry     : S












Physics           : S

[image: image9.emf] 


· Advance knowledge in Microsoft office (word, excel, power point).
· Well skilled in computer operating ,web and internet handling.

· Advance knowledge in accounting.

· Very good communication and interpersonal skills.

· Able to hold long engaging conversations with Guests to put them at ease.

· Very knowledge to provide Outstanding Service within organization Law.

· Ability to empathize with people.

· Courteous and beautiful smile at all times.

· Having a relaxed attitude and able to deal with awkward or rude Customer Service and Clients 

· Well versed with recruitment cycle
· Ability to impart training and conduct induction programs.
· Strong knowledge of developing and implementing the    performance appraisal system.
· Excellent in payroll calculations.
· Able to handle employee relation activities.
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· Date of Birth

:
19th April, 1994
· National

:
Sri Lankan
· Gender

:
Female
· Marital Status

:
Married
· Visa Status

:
Visit visa 
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English

:
Excellent

“I, do here by confirm that the information given is true to the best of my knowledge

Dear Sir/Madam,

· I am interested in working as a part of your organization.

· I want to employ my experience and gain more                                                                                                 

· I will be available for an interview at your most convenient time.                                                                    
· Thank you for your consideration.

Ama 
                   Applicant Signature
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Career Objective ��





Seeking a career in a reputable and dynamic Organization, which will enable me to reach my potential as well as empower others and allow me to participate in a productive team environment. I am highly motivated by being involved in a dynamic, innovative, and challenging environment, which correlates to my personality.








Additional Qualification��





Work Experience History  ��








Academic Credentials �





Personal Skills ��





Personal Details  ��








Languages Known  ��
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