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Personal Profile

I’m a flexible and an ambitious individual of 28 years of age, willing to go the extra mile to achieve best

results, I have exposure in various industries where I gained experience in handling internal as well as

external customers and being able to satisfy them while complying with organizational policies. Working

under pressure is not a barrier for me to complete tasks and objectives with high quality on time. I am

looking forward for a suitable position that will provide me the opportunity to utilize my skills, knowledge and competencies in order to achieve Organizational goals as well as my goals and ambitions.

Employment History

Employee Relations Officer at MAS Unichela - Thurulie Division, Sri Lanka – 23rd July 2012 to present

Maintaining Attendance, Retaining and Motivating employees

Maintaining, Updating and Circulating Absenteeism and Labour Turn Over reports

Handling Employee Grievances

Organizing Special Events such as Bodhi Pooja, Musical Shows, Recreational Activities. Etc.

Handling Factory Tours and Company Presentations for Visitors

In-plant Trainee at MAS Unichela - Thurulie Division, Sri Lanka - 1st October 2011 to 22nd July

2012

Working on projects to reducing Absenteeism and Labour Turn Over

Employee Relations Activities

Handling Factory Tours and Company Presentations for Visitors

Aviva NDB Insurance PLC – Kurunegala, Sri Lanka - 26th April 2010 to 30th September 2011.

Creating New Policies and amending existing policies (General Insurance)

Coordinating Claims and providing customers with a quick and efficient service

Handling walking in Customers with their problems and issues

Professional Qualifications

Successfully Completed Advanced National Diploma in Human Resource Management NIBM

Kurunegala, Sri Lanka – 2013

Successfully Completed the Advanced Certificate Course in Human Resource Management NIBM,

Kurunegala, Sri Lanka– 2011

Diploma in Computer System Design at NIBM, Colombo 07, Sri Lanka - 2005

Software

Hardware

Networking

Programming

Completed a Diplom in Digital Animation – Teleview Technology Academy, Nugegoda, Sri Lanka -

2006

3D Modeling (3D Studio Max/Maya)

3D Animating (3D Studio Max/Maya)

Special Effects Software

Adobe Photoshop

Completed a course in Business Administration – NIIT, Kurunegala, Sri Lanka - 2009

Business Management

Project Management

Completed a computer awareness Program – Info-Tech Computer Studies, Kurunegala, Sri Lanka

2003

Basic Computing

Microsoft Office Package

Educational Qualifications

G.C.E. (O/L) St. Bernadette’s Model School, Polgahawela – 2002

Subjects: Mathematics-Credit pass, Science & Technology-Distinction pass, English Language –Distinction

Pass

G.C.E. (A/L) Maliyadeva College, Kurunegala Bio Science stream (English Medium) -2005

Subjects: English Language - Distinction pass

Skills & Qualifications

Team work and leadership skills

Handling Factory Tours for Local & International Visitors

Secretory of the Thurulie Mercantile Association

Team Leader and Manager of Thurulie Fencing Club

Team working skills gained through the internship with internal teams and external customers.

Senior Prefect

Member of the School chess team

President of the English literary association

President of the Catholic association

Communication skills

Presentation and public relation skills obtained through working at Aviva NDB and MAS Thurluie

Good Business correspondence skills obtained through Aviva NDB and MAS Thurluie

Extra-curricular activities

Participated in Drama competitions and won places (English)

Participated in Singing competitions and won places (English)

Participated in Art competitions and won places

Member of the Thurulie Fencing Club

Won the Bronze Medal in Epee Team Event at the National Fencing Championship -2012

Other Qualifications

Successfully completed a Referee Training Program Conducted by National Fencing Association.

Successfully Completed a Fire Fighting Course Conducted at MAS Unichela - Thurulie Division.

IT Skills

Excellent skills in MS office package (Excel, PowerPoint and Word) and other applications

Have been exposed to Human Resource Management systems such as IHRMS.

Creating Banners, Posters, E-mails and other promotional based graphic presentations

Reference

Available on Request.
