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Ratna.353311@2freemail.com 
Professional Summary



Enthuastic Sales Representative highly effective at building productive relationships with customers and colleagues, Team player and people person with background in sales. With the hard work and good recognition Rewarded as the best Employee for several months. 
Strengths


Handle customer inquiries, complaints, billing questions and payment extension/service requests with good communication skills. Positive attitude, Determination, Energetic, Hard working and sincere, Identify the customer needs and fulfill their needs with a good satisfied customer service, Calm angry customers, repair trust, locate resources for problem resolution and design best-option solutions. Interface daily with different kind of customers and field services. Capable to handle any assignments particular to the job description with minimum supervision in a specific time 
Skills


· Product knowledge

· Sales records management

· Sales Expertise

· Problem solving strength

· Cashiering
· Verbal communication strategy 

(Language Skills: Excellent -English/Sinhala/Tamil


   Good      - Hindi and Arabic)
Personnel details


Date of Birth
:  31st December 1983

Gender

:  Female

Marital Status 
:  Unmarried

Nationality
:  Sinhalese

Studied at
:  Kandy International School (1 - 5 )

Hillwood Collage, Kandy - ( Grade   

 5 – A/L )

Work History


1. Currently working as a senior sales associate at Max Retail in Dubai - 21/04/2014 to current
Job title
   :  Senior Sales Associate
Employer
   :  Max Retail (LLC) ,Land Mark Group of company
Date of Join   
   :  2014-04-21 
Duty Station       :  Al ain –Bawadi Mall (UAE)

Major Duties
   :
· listening to customer requirements and presenting appropriately to make a sale;

· negotiating the terms of an agreement and closing sales;

· gathering market and customer information;

· checking the quantities of goods on display and in stock, and making requisition reports;

· recording sales and order information and informing to the co staffs

· reviewing your own sales performance, aiming to meet or exceed targets;

· gaining a clear understanding of customers' businesses and requirements;

· Attending team meetings and sharing best practice with colleagues.
· Making high customer satisfaction through theG.I.F.T process.

· Doing cashering with a good customer service
2. Worked as a Sales Promoter at Oriflame (pvt)Ltd (Cosmetics) - 2013 
Job title
   :  Sales Promoter
Employer
   :  Oriflame (pvt) Ltd
Date of Join   
   :  June ,2013  
Duty Station     :  Vavuniya
Major Duties    :

· Promoting New Sales Product to the customer with good customer service
· Ordering and Delivering to the customer timely
· Initiating workshops to promote new products

3. Worked as a field officer at Center for Monitoring Election Violence(CMEV)
Job title
   :  Field Officer (Monitoring Election Violence)
Employer
   :  Center for Monitoring Election Violence (CMEV )
Period
   
   :  For the Month of September 2013
Duty  Station      :  Mullaithivu

Major Duties      :

· Monitoring Election violations and Reporting to Higher Officers

· Assist the community get identification cards and Election registrations  

4. Worked as a Community Mobilizer at Arbeiter – Samariter – Bund (ASB) 
Job title
   :  Community Mobilizer (Permanent Housing - owner Driven) 
Employer
   :  Arbeiter – Samariter – Bund (ASB)
Period
   
   :  April 2011- March 2013
Duty  Station      :  Vavuniya
Major Duties      :
· Verification of beneficiary list and base line survey of beneficiaries and arranging awareness programmes to beneficiaries on aims, objectives of the programme
· Conducting required surveys and gathering information on the areas needs improvement like skill component, vulnerability VS capacity and follow up official correspondences
· Developing communication Strategies based on the  needs and implement them effectively 
· Organizing and facilitating peoples gathering and forums with relevant stakeholders
· Assisting resettlement area survey and assessment of existing houses
· Assisting and supervise establishment of beneficiary reconstruction committee / reactivating existing village housing development societies
· Ensuring the usage of LOG books and make the beneficiaries to understand to what is recorded if necessary
· Assisting building material purchased by beneficiaries  any work in line with technical aspects
· Monitor maintaining of individuals files of each beneficiary
· Activate non starters and poor performers house construction
· Conduct Community Mobilization training to the officers working in field office
· Ensure the participatory approach in all community, Mass meeting
· Empower the community to address the issues on and organize manner, Identify the need and prioritize the need preparation of documents and strategically bring them to the notice of concern authority.
· Develop Micro mapping and social network among and between parties.
· Prepare the Community mobilization modules when and where require  
5. Worked as a Computer clerk at Rehabilitation Coordinating Office 
Job title
   :  Computer Clerk
Employer
   :  Rehabilitation Coordinating Office
Period
   
   :  February – May ,2010
Duty  Station      :  Jaffna
Major Duties
   :
Support to Coordinating Officer
· Monthly Report and Progress Report preparation
· Preparing Vouchers
· Maintaining Ledgers
6. Worked as a Primary Teacher in private ( 2005 – 2006 ) 
7. Worked as a Volunteer staff at Zoa organization (2009) - Involving Mission works, Livelihood Projects
Educational


G.C.E.(O/L)
  




G.C.E.(A/L)
Year : December 2000



Year:April 2003

Subjects

Grade
        


Subjects

Grade

Maths - I

D



Economics

C 

Maths – II

C



Business Studies
S

Agriculture

C



Accountancy

S

Social Studies

S



General English

B

English


C



Science - I

S

Sinhala Language
C



Science – II

S

Art


C


Religion

S

Optional Tamil
Pass
Courses


Certficate level in Retail

Sat for the IELTS Examination - 2005.

Diploma


Diploma in Computer Studies ( B-TEC) – 

IDM Computer Institute
Trainings –(Related to Retail)
Customer Service

OPOS Training

SIM Training

Customer Delight

Product Knowledge
Workshops
General Social Mobilization Program – Training Conducted by Practical Action

Mine Risk Education (MRE) – Training Conducted by UNDP

Water Purification (Bacteria Irradiation & Filtering)  - 2 Days Training Conducted by MEDRIX - US

BRC Formation Training – Training Conducted by Practical Action

I declare that particular furnished here are true and correct to the best of my knowledge.

