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Personal Details

Nationality


:
Sri Lankan
Sex



:
Female
Date of Birth


:
21st June 1987
Career Summary
Sharaf DG (Dubai, UAE)
Division       
: Operations – Call Center                                 
Job Title      
: Call Center Executive , Customer Service Executive , Back Office Service Executive               Period         
: 2015 October to 2016 September





                                   Reported To
: Assistant Manager Call Center
· Answers inquiries by clarifying desired information; researching, locating, and providing information.
· Resolves problems by clarifying issues; researching and exploring answers and alternative solutions; implementing solutions; escalating unresolved problems.

· Determines requirements by working with customers.

· Promoting & selling products to the customers. (Cross Selling)

· Fulfills requests by clarifying desired information; completing transactions; forwarding requests.
· Sells additional services by recognizing opportunities to up-sell accounts; explaining new features.

· Handling Online purchasing Customers and getting re-confirmations, & following up it till orders get dispatched to the customers.
· Handling Premier Privilege Customers, and providing the final report to the management.
· Handling Post delivery process, and getting confirmations from the customers, & providing the final report to the management.
Emirates NBD Bank (Dubai, UAE)
Division       
: Compliance Department 
Job Title      
: Remediation Project - Processing Team Member (Project Staff)
Period         
: 2014 October to 2015 March





                                   Reported To
: Assistant Manager Compliance 
•      Retrieved all the historic documents of the entity/individual from Doc safe in all levels and ensure such correspondents are in line with banks compliance procedures and policies.
•      Managed large corporate/ corporate and retail accounts in view of its organization structure and there operating proceeds are in line with the bank AML policy procedures. In case any adverse remark observed the same has been reported to concern authorities.
•      Review KYC in all categories of business in frequent basis.
•      Conduct world check and internet searches on all parties.
•      Identify and prepare exceptions to send Relationship managers as a report.
•      Follow-up with Relationship managers and assistant bankers and make sure that all the exceptions are complete and documents are accurate.
Royal Beach Resort & Spa, Sharjah, UAE (Five Star Hotel)
Division       
: Administrative Department cum Purchasing Department 
Job Title      
: Executive Secretary of General Manager 


                                Period         
: 2010 October to 2012 December






     Reported To
: General Manager
· Provided administrative support to the General Manager and the Board of Directors.

· Prepared all the Company Official Letters, including all the Rate Contracts.

· Handled all the Cooperate Travel Partners.
· Prepared all the Staff Training Programs.
· Handled all Staff Medical & Visa Requirements.
· Handled Hotel’s Web Site & Cooperate Email.
· Transcribed drafts, proofreads and revises correspondence, memos, flyers, agendas, minutes, resolutions and policies.

· Scheduled and coordinated appointments, meetings and events, including registration and travel arrangements as necessary.

· Disseminated information to department managers and District personnel regarding changes to District documents, policies and procedures, providing clarification as needed.
· Followed a Training program of Food Hygiene Awareness & Essential Food Hygiene, & has been awarded The Basic Food Hygiene Certificate.
Hong Kong & Shanghai Banking Cooperation (Sri Lanka)                                                Division       
: Customer service Department Legal & Recovery Department 
Job Title      
: Customer support Executive, Admin Assistant, Coordinator, Collections Officer     Period         
: 2007 January to 2009 June





                   Reported To
: Assistant Manager - Collections
· Decaled with Relationship Managers.

· Directly Handled the Premier (Priority) customer accounts.
· Handled Administration Work of Collections Front-End Level.

· Mainly handled the High Balance Accounts. 

· Handled the Manager Query queue of the collections team.  

Career Achievements in HSBC
· Won The Chief Executive Officer Award for the Best Collector of the Year 2008 at The Awards Night-2008.
· Awarded as the Collector of the Quarter-First Quarter 2008.(Cards-Front End)

· Awarded as the Best Collector of The Quarter-Second Quarter 2008.(Cards-Front End)

· Awarded as the Best Collector of The Quarter-Fourth Quarter 2008.(Cards-Front End)

· A member of the winning Cricket team at The Collections Challenge Trophy.

· Awarded as The Woman of The Series at The Collections Challenge Trophy 2009.
· A member of the winning Cricket team at The CCR SIX-A Side Cricket Tournament 2008.
· A member of the Team which emerged as Champions at The Collections Quiz 2007.
Professional Qualifications
2007  -

3 in one English Course – JMC Language Faculty (Sri Lanka)



All Islands 1st Place
2007  -

JMC Diploma in English – JMC Language Faculty (Sri Lanka) 

Merit Pass
- Speech



- Distinction Pass

- Grammar & Writing skills

- Distinction Pass

- English for Business 


- Distinction Pass

2006  -

City & Guild – (Certificate in International spoken ESOL)


The City & Guilds of London Institute (UK)

1st Class

2006  -

LCCI International Qualification – London Chamber of Commerce & Industry (UK)

Credit Pass

2005  -

Diploma of Computer Information and Technology

Followed an IT course at Global Information Systems on Diploma of Computer Information and Technology and obtained a Credit pass.

2004  -

AAT Foundation level (Association of Accounting Technicians of Sri Lanka)
Successfully completed the course

2000  -

Basics of Computer Science

          

Followed an IT course at Tec-Sri Lanka on Basics of Computer Science and                 

Obtained a Credit Pass

Educational Qualifications
· Holy Cross College (Sri Lanka) 2006 - G.C.E. Advanced Level 

· Holy Cross College (Sri Lanka) 2003 - G.C.E. Ordinary Level 
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