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CAREER OBJECTIVES
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To work hard with full determination and dedication to achieve organizational as well as personal goals
INDUSTRIAL EXPERIENCE

1. Management Assistant - Accounts (September 2010 – March 2016)
· State Engineering Corporation (SEC) of Sri Lanka
Key Roles and Responsibilities:
Worked at Construction Component Group of SEC, Accounts Division as a Management Assistant (Accounts) for more than five years with following responsibilities,
· Preparation of Invoices related to Material Transit Notes (Sales)
· Preparation of Payment Vouchers for Sub Contract Interim Certificates.
· Prepare, fulfill and distribute checks
· Preparation of Quotations
· Placing orders for materials
· Calculating and checking to make sure payments, amounts and records are correct.
· Preparation of Monthly Collection Report.
· Maintain Log books related to Cost and Sales
· Scan, file and log accounting documents
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PROFESSIONAL QUALIFICATIONS

· Successfully completed Accounting Association Technician (SL) Final Level Examination at Association of Accounting Technicians of Sri Lanka.
· Successfully completed International Vocational Qualification (IVQ) Level 3, Technician Diploma in Construction (Quantity Surveying).
EDUCATIONAL QUALIFICATIONS

· Successfully completed diploma in English Language Course at British Council, Sri Lanka.
· Passed General Certificate of Education (Advanced Level, 2006) exam in the steam of Commerce at GM/Vishaka Balika Vidyalaya, Makola, Sri Lanka.
· Passed General Certificate of Education (Ordinary Level, 2003) at CS/ST. Anthony’s Balika Vidyalaya, Colombo 09, Sri Lanka.
COMPUTER LITERACY

· Successfully completed a Diploma in Computer Awareness including MS-Office Suite (Word, Excel and Power point), at Kelaniya Zonal Computer Resource Centre, Sri Lanka.
PERSONAL PROFILE

	
	Full Name
	: Chathuri 

	
	Date of Birth
	: 23rd January 1988

	
	Nationality
	: Sri Lankan

	
	Visa Status
	: Family Visa

	
	Sex
	: Female

	
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DECLARATION

I am very much confident that I am capable of contributing more towards the betterment of your reputed organization while gaining invaluable experience in my fields of interest. I hereby certify the information furnished above true and accurate to my knowledge.
........................................


.....................................
C.P. 


Date
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