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Curriculum Vitae


Name

Christine
Christine.65764@2freemail.com  
Date of Birth
16-04-1981


Nationality

Sri Lankan

Marital Status
Married



Gender


Female

Age

27



Religion 

Christian


· 2003 - B.Sc. (Hons) Information Systems and Business Management Degree 
of Manchester Metropolitan University (UK) at Informatics Institute of Computer Studies. 

· 2001 - Diploma of Higher Education in Information Systems, Manchester Metropolitan University (UK).

· 2000 - Certificate of Higher Education in Information Systems, Manchester Metropolitan University (UK).


The British School in Colombo (1997-1999)

· 1999 – EDEXEL London Advance Level (A-Level)

Studied in Nigeria (1986-1997)

· 1986 – 1997) – Grade 1 to Grade 10 at Atlantic Hall (English Medium)
· 1997 – EDEXEL London Ordinary Level (O-Level)


· 2008 (Jan) – Certificate of Achievement, IELTS English Language Examination (General) and secured point scale of 7.5

· 2004 – Certificate of Achievement on Project Management Conducted by the Project Management Institute Sri Lanka.
· 2000 – Certificate of Achievement on Information Skills Development Training in Java Programming conducted by ITMIN Training Services.


· MS Office Packages: MS Word, MS Excel, MS PowerPoint.
· Email Usage: MS Outlook, Outlook Express
· Internet Research Capabilities
· Operation of basic office appliances e.g. Printer, Scanner and Fax

1. Informatics International (Pvt.) Ltd. Sri Lanka (August 2001-August 2002)

Designation: Analyst programmer for the Telecom Industry Business Unit. 

· Dhivehi Raajjeyge Gulhun Private Ltd. (Maldives Telecom) Project:
· Worked as a Product Support Engineer in the management of the help desk. 
· Documented both User Manuals and Acceptance Test Plans.
· Suntel Project:
· Worked as a Product Support Engineer in the management of the help desk.
· Documented Functional Specifications and Proposals.
· Worked as On Site Support Engineer at the Suntel Office where I handled all customer issues and problems that were raised by the Suntel staff. 
· Carried out regular system checks to make sure system was running smoothly.
· Conducted a requirements analysis at the Suntel Office via discussion with managers and end users.
· Carried out testing on reference forms for Suntel. 
· Celltel Project:
· Worked as a Product Support Engineer in the management of the help desk. 
· Handled technical documentation on forms. 

· Carried out Form modifications.

2.  ZILLIONe Systems Solutions (Pvt) Ltd. Sri Lanka (December 2003- June 2004)

Designation: Business Systems Executive – Helpdesk for the Account Management Division. 

· Professionally and timely serviced customer requests (SRFs) with technically appropriate solutions within the framework of defined standards.

· Receiving, recording and internally coordinating the customer service requests (SRFs).

· Communicating with clients, requesting services (SRFs) until the service is completed.

· Seeking necessary input from project specialist and all other relevant parties in order to provide the best solution.

· Strong customer relationship at operational user level leading to higher level of customer satisfaction.

· Communicating efficiently and friendly with operational users in the process of service delivery.

· Informing all relevant parties on the precautionary action required to avoid all problems including guidance and coaching for users on relevant areas.

· Contributions to products and services revenue and divisional profitability.

· Minimizing the time taken to complete a service request or project request.

· Promoting ZILLIONe services and products among clients.

· Improved competency in the products, related business and technical areas across the team of BSEs.

· Continuously acquiring relevant skills, knowledge and professional qualifications. Actively participating in knowledge sharing, while seeking and providing feedback on training requirements.

· Managing the technical knowledge base of the company, while promoting the use of knowledge within the company and with customers.

· Strictly adhered set of standards, defined in the areas of services and HR.

· Strictly adhering to the standards and procedures.

· Communicating to the management if any revisions are required to standards and procedures.

3. Microimage (Pvt) Ltd. Sri Lanka (July 2004 – November 2004)

Designation: Senior Project Operations Executive for the Product Support / Client Servicing Division.

· Overlooking all clients by ensuring they are being effectively serviced by the relevant account in charge.
· Overlooking and managing the entire Product Support team (staff strength 7) ensuring they service the clients well and are continually being upgraded in there knowledge to better support the clients needs

· Organizing training Programs for the Product Support Team as and when needed.

· Issuing Price Quotations for both Hardware and Software Products including Modifications. 
· Maintenance Contracts and Renewals (Hardware & Software).
· Ensuring Customer Satisfaction by frequent visits and calls to customers aiding in improving Service Levels of the Company.
· Performance Appraisal of Product Support Team.
· Monthly reports on team and customer satisfaction

· Hardware servicing for cables, clocks and datacom software.
· Overlooking Projects (Ongoing and new projects)

4. The U.K Visa Application Center. Sri Lanka (January 2005 – June 2005)

Designation: Assistant Merchandising Manager for the Merchandising Department.
· Carried out market research on potential clients who would benefit from the tie-up with the organization due to the fact we capture a target audience from the tourism sector.

· Compilation of potential clients is done and these clients are approached and presented the idea of the merchandising opportunities provided which will be line with the relevant sovereign government concerned by way of presentation and visit to the center.

· Management of the day-to-day operations and issues of the merchandising parties/clients at the Application Center.

· Monitoring of billing schedule for Clients.
· Keeping constant and excellent communication with the relevant heads of the merchandising clients.

· Ensuring Merchandising contracts are renewed.

· Managing and overseeing the duties of the floater across all centers.

· Weekly reports are sent to India on merchandising updates. (Head of Merchandising)

5. Information Technologies & Enterprise Solutions Pvt. Ltd. Sri Lanka (November 2005 – March 2006)

 Designation: Account Manager for the Sales Department.

· Handling all Clients with regard to Maintenance / Service of their IT infrastructure along with purchasing requirements with regard to Hardware.

· Building and sustaining the Client Relationship with all Customers and ensuring customer gets the best level of service thereby making renewals of service agreements easy.

· Meeting their requirements in terms of Hardware related purchases along with networking, Microsoft licensing etc.

· Encouraging existing customers to sign up for comprehensive maintenance programs after warranty has expired

· Pitching in for new clients by encouraging them to sign up with us for the maintenance of their IT infrastructure.

· Drafting of proposals and quotations.

· Regular meetings with senior management of client base along with courtesy calls and visits to ensure they are satisfied with our service / product.

6. Bahrain Maritime and Mercantile International, Qatar. (July 2006– November 2007)
Designation: Administration and Office Coordinator for Government Contracts (Qatar).

· Composition of Memos, Reports and Correspondence. 
· Filing and updating of all correspondence. 

· Arrangement of Appointments & Meetings including assistance with other Office related functions to ensure efficient and effective support.
· Maintenance of Inventory of Supplies and Materials needed in the Qatar Office. 
· Initiating of LPO’s and petty cash for Office Supplies, materials and other operating expenses. Manages the Qatar Office Petty Cash Float.
· Researched and Documented Pertinent Information for the Divisional Manager to complete reports.

· Maintained Time and Attendance records for the Qatar Office and prepared request for approval of Overtime or Compensatory Time.

· Assisted in preparing Office for new employees and visitors. Helped in getting the visitors & Staff familiarized with support services while liaising with Bahrain Office to facilitate visits / Orientation. 
· Provided Administrative and secretarial support for visitors including the travel arrangements of both visitors and staff leaving the country.

· Maintained Administrative files on the basis of procedural and grammatical accuracy, conformance with policy and factual correctness including confidence of all correspondence in the office.

· Worked with Divisional Manager to maintain and share up to date policy changes within the realms of the contract. 
· Researched and updated records of procedures, tariffs, duties, licensing and restriction in country.

· Prepared routine and ad hoc reports according to general directions and edited a variety of material and data for completeness, accuracy and adherence to departmental standards.

· Reporting and Coordination of all HW and SW related issues to the IT helpdesk based in Bahrain Office up until resolvement. 

· Managed necessary documentation and on-line forms for the efficient, cost effective and lawful execution of all e business conducted between Government Contracts and various external government departments including IBEX for US Military Usage.

7. Datanett Systems (Pvt) Ltd. Sri Lanka (January 2008 – August 2008)
Designation: HR and Administration Coordinator.
· Assisted in the recruitment of new staff via job agencies and news paper advertisement.

· Maintained Employee Files for each staff member incorporating their personal data along with their annual performance appraisals where training was advised particularly for those staff who continuously lacked in certain areas.

· Handled all Travel booking and Hotel Accommodation arrangements for staff traveling out on business or training including visa arrangements.
· Handled the organizing of special Functions / Seminars in Hotels both in Colombo and outstation.
· Scheduling of Meetings and Maintaining the Diary of Managing Director.
· Handled all Memos and Correspondence with external suppliers.
· Maintenance of Office Supplies and Equipment including the Monthly Petty Cash Float.
· Maintenance of all Administrative and Confidential Files of Staff and Management.

· Maintained the Attendance and Payroll for the staff including calculation of compensatory time.

· Organizing Training programs for Staff where necessary having obtained approval from the Managing Director.
· Ensured HR Company Policy was up to date with alterations and staff was educated on the HR Policies. 

8. Part time work: Dr. Hiranthi Wijemanne – Consultant / Advisor National Child Protection Authority, Ministry of Justice, and Government of Sri Lanka   (July 2008 – August 2008)

Designation: Admin Secretary.

· Handled legal, confidential letters and reports done for Government Ministries such as the National Child Protection Authority and the Ministry of Justice mostly to do with Protecting the Rights of Women and Children in Sri Lanka.
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