[image: ]
[image: ]
[bookmark: _GoBack][image: ]
image1.emf

image2.png
8. Costing — Imported Stuffs alonf with Documentation & Coordination for

customs clearance

9. Assist with the preparation and management of financial budgets.

Management of suppliers and payment of invoices

10. Identification of day to day operational issues and providing prompt solutions

in order to maintain smooth operation in the sales division

> Worked as Accounts Assistant at ‘EAM Maliban Textiles (PVT) Ltd’ Opanayaka Branch, Sri Lanka

from January 2011 to September 2011.
Experiences Gained:

1. Maintained the Factory Budget

2. Developed, maintained and analyzed budgets, preparing periodic reports

and compare the budgeted to actual costs

Reconciliation of daily cost & Authorisation of Payment

Updated the Welfare Account and monitoring the CSR programme

Monitored and evaluated the Factory sub accounts

Documents financial transactions by entering account information

Summarized current financial status by collecting information; preparing

balance sheet, profit and loss statement, and other reports

8. Maintained excellent relationships with all necessary financial
institutions, suppliers and government departments

9. Coordinated work with Risk, Legal & Compliance and other control-

related activities and with others within Internal Audit

No v & w

» Worked as Junior Executive at ‘Citizens Development Business Finance Limited’ Galle, Sri Lanka
from May 2010 to November 2010
Experiences Gained:

1. Customer Handling

2. Data Entry & System Administration

3. Reconciliation of daily shift collections & Supervision of the cashiering

activities

Awareness of Accounting Transactions

Sales Promotion Work & Supervise Sales staff

Liaising coordination with Government Regulation Bodies

Maintained Branch Operational Activities

Procesed Documentations of Fund Mobilization and Lending
Established and enhance relationships between the company and current
clients.
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» Worked as Operations Assistant / Banking Assistant at ‘Citizens Development Business Finance

Limited’ Galle, Sri Lanka from September 2009 up to May 2010.

» Worked as Junior Operations Assistant / Trainee Banking Assistant at ‘Citizens Development

Business Finance Limited’ Colombo, Sri Lanka from May 2008 to August 2009. (Previously known

as Ceylinco Development Bank

> Worked at ‘Southern Broadband Network (PVT) Ltd’ Galle, Sri Lanka from January 2007 to May
2008.
Post Held:

® Accounts Assistant from January 2007 to June 2007

® Accounts Executive from July 2007 to December 2007

* Finance and Administrative Officer from January 2008 to May 2008

Experience Gained

1. Customer Handling

2. Updated all Documentations

3. Systemization & Stock Maintenance

4. Maintained Branch Operations Activities

5. Updated Daily Cash Books

6. Coordinated the Sales Team & Supervised Finance Department

7. Manage regular staff communications (meetings/calls/Colab sites) —

weekly/monthly

8. Maintenance of records for future requirements while analyzing problem

identification and providing solutions

9. Looking after the overall administration of the office

10. Maintained controls by preparing and recommending the policies and

procedures

'  Educational Qualifications
-_ T eTPoWfietens

Diploma in Business Administration At American College of Cyprus

Followed Business Administration at American College Cyprus, affiliated to University of

Northumbria-UK
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