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CAREER OBJECTIVE

To find a challenging position to meet my competencies, capabilities, skills, education and experience.
ACADEMIC QUALIFICATION
Results Pending:

Australian Institute of Business (AIB) Australia



MBA (General)




http://www.gibaran.edu.au/
June 2010:

Association of Business Executives (ABE) UK




Advance Diploma in Business Management




http://www.abeuk.com/
December 2008:
Association of Business Executives (ABE) UK



Diploma in Business Management




http://www.abeuk.com/
December 2006:
Institute of Administrative Management (IAM) UK




Advance Diploma in Administrative Management




http://www.instam.org/
June 2006:

Institute of Administrative Management (IAM) UK




Diploma in Administrative Management




http://www.instam.org/
December 2005:
Tudor College London UK




Diploma in Business Management




http://www.tudorcollege.co.uk/
January 2005:

Edexcel International UK



GCE Ordinary Level

PROFESSIONAL EXPERIENCE
I have around 5 years working experiences in the field of education to date. Organizations, positions held and duties performed are as follows:

August 2009 – August 2012
Marketing Executive




ICBT Campus





No 31 & 33 Hotel Road Mount Lavania





Sri Lanka





Was attached to the Study Abroad branch and was transferred to





The Nugegoda branch

· Counseling students for studying at our local campuses and abroad taking into consideration their interests, career pathway, budget and location best suited to them.
· Liaising with the universities and colleges in getting an offer on behalf of the student

· Guiding on visa documentation which includes step by step advice and assistance throughout the students’ visa application process
· Undertaking marketing and promotional activities in major cities in Sri Lanka.

· All office and documentation work

· Preparation of daily report on the branch status reporting to the branch manager
January 2007 – June 2009
Personal Assistant to the Chairman




Ikra International School





No 21 9thLane Colombo-03





Sri Lanka

· Processing and handling enrolments

· Providing assistance and support to staff, students and customers

· Checking of daily accounts

· Preparing daily progress reports for the management indicating daily registration and inquiries

· Managing office reports

· Updating student database

· Setting up class schedules and allocating work to staff members

· Involved in structuring the syllabus

OTHER SKILLS

Professional Skills

· Computer skills- MS Office, PowerPoint, Excel, fluent with internet usage.

· Work with minimum supervision.

· Highly productive; relaxed under pressure.

· A very good team player and also works well individually.

· Self Motivated

Personal Skills

· Well versed with social etiquette.

· Multilingual- English, Tamil, Sinhala.

· Always open to suggestions in order to learn from my shortcomings.

· Flexible and quickly adaptable to changing environment

· Loves Challenges of all kind.
EXTRA CURRICULAR ACTIVITIES
· Was a member of the girls cricket team while schooling

· Was a member in many of the society and clubs in school such as English Society, Sports club, Commerce Society etc

· Was member of the organizing committee at Ikra International School organizing all school events.

MEMBERSHIPS
Member of the Institute of Administrative Management from March 2006

Membership No:
8012267

Member of the Association of Business Executives from September 2008 

Membership No:
458986

Membership of the Australian Institute of Business from September 2010

Membership No:
A10020
PERSONAL DETAILS
Date of Birth

:
15th April 1989

Place of Birth

:
Colombo, Sri Lanka
Gender


:
Female
Civil Status

:
Single
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