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CURRICULM VITAE OF

Personal Objectives

Tousethe knowledge and experience that I will gain, and become a team member
in a Global Organization. 
Work Experience 

· 2009 July – 2011 June| SOLUTIONS (PVT) LTD
Worked as a Salesman in for 6 months. 

Then, worked as an IT Technician of Technical team in IT Department for a period of 1 & ½ years.

+ Duties 

* Billing clients, paying invoices


*Determining a client’s business requirements and whether the products being  


    Considered are suitable 


 * Decide whether the software or hardware needs adapting to meet the client’s needs


 * Answering any technical questions the client has 
 * Troubleshooting the technical problem and system issues

 * Assembling a computers

 * Installing system & software

 * Installing application software 

 * Upgrading a computer

 * Email & internet programs 

· 2012 July – 2013 January|CAMERON PALE & MEDINA (PVT) LTD

Worked as a Data Entry Operator of Lanka Monitoring Agency Department 

 For 6 months
+Duties
*Compare data with source documents, or re-enter data in verification format to detect 
    Errors;

* Compile, sort and verify the accuracy of data before it is entered;

* Load machines with required input or output media such a paper, cards, disks, tape or 
   Braille media

* locate and correct data entry errors, or report then to supervisors 

* Maintain logs of activities and completed work

* Read source documents such as canceled checks, sales reports or bills, and enter data

   In specific data fields or onto tapes or disks for subsequent entry, using keyboards or  
   Scanners 
* Select materials needed to completed work assignments

* Store completed documents in appropriate locations

· 2013 February – 2014 June| GLOBAL CREDIT MANAGEMENT SERVICES (PVT) LTD
Now, working as a Recovery Officer of GCM team
+Duties
* Taking telephone calls from a wide range of customers which involves dealing with 

Sensitive, contentious and complex issues on a daily basis.
*Monitor numerous debt recovery reports including attachment of earnings, attachment
   Of benefits and special arrangements taking appropriate action.

* Deal with a wide range of correspondence ensuring customers receive proper notice of 

   Any court action, adjournments and payment arrangements.

* Ensure cash is allocated correctly and deal with tracing missing payments.
* Taking payments over the telephone using the on-line payments system.

* Process amendments including write offs, changes to payment arrangements and 

   Customer circumstances ensuring monitoring codes are properly set.

* Update and maintain manual and computer record system 
* Contribute to training of colleagues and new staff to enable team development.

* Look for creative and innovative ways to develop the team ensuring continuous 

   Personal development

* Use of judgment when assessing individual circumstances.

* Implement challenging targets for performance measurement. 

* Skip tracking, asset locating, Dispute resolution, Status reporting and Outsourcing.

(Awarded as an Employee of the month in June 2013)
MyCredentials
· 2002 June| Successfully completed Computer Fundamental Studies at MEETI of London  Ceylon
· 2007 May|Successfully completedTally Financial Accountingat CSC Computer
Education
· 2008 Jan|Diploma inHardware & Networkingat Turnkey Institution 
· 2011 JulylDiploma in Caregiver at City & Guild. (Unitech Institute)
Academics at Hindu College
2009| G.C.E. AdvanceLevel
Economics C|English S
2006| G.C.EOrdinary Level Passed with 09 Subjects.
Commerce&Accountancy Al  Religion A l Health & Physical  AlEnglish B
Tamil  B lSocial StudiesBlTamil literatureB lMathematics C l Science S

My Achievements in School–Hindu College
· I was the Captain for the School Rugby team (Under 15-19)
· Vice President of A/L Union 2007-2008
Computer Competency
• Windows/MS Office–Word, Excel,

• All software installation

• Webuse/ Internet programs

• Hardware & Software
InterestsandExtra-curricularActivities
Thefollowinghobbiesarenotjust forpastimebuteach hashelpedmold meapersonwhereI havelearned patience, passion,teamwork,leadership,respect and positiveattitudein life, amongst peopleand hopefullytoapply towardswork andcolleagues:
· Reading (Information technology, Science, Lifestyle)
· Sports – Cricket, rugby
· Gym/ Fitness center
Known Languages

*English, Tamil, Sinhala
Personal Details
Gender 
: Male

Date of Birth
: 1990/05/17 (24 years Old)

Nationality
: Srilankan

Civil Status 
: Single
I do herebycertifythat theaboveparticularsaretrueand accurateto the bestofmy knowledge. I eagerlywaitfor an interview whereI can further elaborateonmyabilities and provideyou with additionalinformation you would require.









