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OBJECTIVE 

To work with an organization where my skills, abilities gained in the past can be utilized for the further development and be an asset to the company. Emphasizing more on the key areas of daily affairs by keeping regular updates with the changing trends of the industry and be on a challenging and progressive career track. 

PROFESSIONAL EXPERIENCE 
ABM BUILDERS LLC. – DUBAI – U.A.E  

(July 2014 – Present)


DESIGNATION: SALES COORDINATOR 

INDUSTRIAL EQUIPMENT AND SERVICE COMPANY, DOHA, QATAR 
(July 2010 – March 2014)

DESIGNATION: SECRETARY / SALES COORDINATOR

· Inquiries – Overseas and Local

· Preparing Tenders, Quotation & Inquiries for clients

· General Correspondence- Suppliers & Customers

· Supporting the sales staff –Sales coordinator
· Maintaining records of all Quotations, LPO’s, Memos, Letters, etc…

· Directly reporting to Sales Manager
· Preparing Sales Orders & Sales Invoices through FOCUS ERP system


INDUSTRIAL EQUIPMENT AND SERVICE COMPANY, DOHA, QATAR 

(March 2009 – June 2010)


DESIGNATION: E-SALES RESEACHER / SALES COORDINATOR / SHIPPING COORDINATOR / HR SUPPORT CUM SECRETARY TO THE BUSINESS MANAGER
· Reporting directly to Business Manager
· Maintaining all records (minutes of meeting, agreement and contracts) and files

· Responsible in preparing correspondences  (letters, memos, faxes, minutes of 


meeting, reports and presentations.  

· Coordinate all sales transactions of projects department (US E-Sourcing)

· Arranging prompt delivery to customers. 

· Conduct product research on material requisition / requirement inquiries. 

· Issuing of purchase orders and invoices. 

· Follow-up payment receivables
· Dealing with trading customers (US Army, Qatar Petroleum, Qatar Gas, Dyncorp Intl, 


ORYX. Etc…) on behalf of business manager. 

· Coordinate with freight forwarders on shipments and preparing commercial 


invoices/packing lists and other shipping documents.

· Coordinate with recruitment agencies from Sri Lanka / India / Philippines in


recruiting manpower for the company and reporting to HR Manager



TRANS GULF (PVT) LTD, COLOMBO, SRILANKA (September 2007 – March 2009) 

DESIGNATION: ACCOUNTS ASSISTANT

· Worked primarily as accounts assistant to branch Accountant 
· Cash transactions / withdrawals / deposits on daily basis. 

· Preparation of company letters / memos 
· Coordinating with overseas clients / accounts

· Preparation of monthly accounts reports branch wise 

· Recording all bank statements / SOA / monthly reports
· Managing the petty cash and daily cash book
· Preparing monthly accounts statements using QUICKBOOK accounting package. 

DATA ENTRY OPERATOR / CALL CENTER AGENT, COLOMBO, SRILANKA 

(January 2008 – March 2009)


DESIGNATION: DATA ENTRY OPERATOR / CALL CENTER AGENT – 
PART TIME n weekends

· Worked primarily as a Call center agent / Data entry operator / Offus credit card 


Tracer for Fraud Department (American Express Card Center) at Nations Trust Bank, 


Sri Lanka. 
· Tracing all overseas credit card transactions of local card holders. 
· General Correspondence

ACADEMIC QUALIFICATIONS

G.C.C ORDINARY LEVEL AT CAREY COLLEGE (2004). COLOMBO
        


  SUBJECT


            PASS
English




 A





Health



 
 A




Mathematics



 B




Sinhalese



 B




Commerce & Accounts

 
 B




Islam




 B




Science & Technologies

 C




Social Studies



 C

G.C.C ADVANCE LEVEL AT CAREY COLLEGE (2007). COLOMBO



     
      SUBJECT


              PASS




 General English

 
   A




 Business Studies


   C




 Accounts


 
   S




 Economics



   S




 General Knowledge

 
  67


CERTIFICATE IN BASIC COMPUTER STUDIES
CURRENTLY FOLLOWING BBA THROUGH DISTANCE LEARNING FROM 

MADURAI KAMARAJ UNIVERSITY – INDIA 
                                                                                                                                                                    
EXTRA CURRICULAR ACTIVITIES 


· Member of Leo Club, Carey College

· Member of Muslim students majlis, Carey College


OTHER QUALIFICATIONS & SKILLS

· Self-motivated and very keen to learn all phases of work undertakings, enable to deliver an ideal output above the expectation.

· Proficient in performing job requirements in accordance with the company standard operating procedures and policies.

· Self-initiative to promote work improvements and open with all applicable suggestions, enable to streamline work flow in and systematize operation.
· Working knowledge in computer operation using software such as Microsoft Office (MS Word, MS Excel, MS PowerPoint)

· Can type 35 WPM with ideal accuracy. 

· Proficient in English both in oral and written communication.

· Active in extra activities as required with very good interpersonal skills.

   ADDITIONAL INFORMATION


Date of Birth

: 15th September 1988
Languages Known
: English, Sinhalese, Tamil, Malay, Hindi
Nationality

: Sri Lankan
Marital Status

: Married 

Religion

: Islam
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