                                                                            [image: image1.jpg]


                                                           

OBJECTIVE
To venture into a career with a dynamic firm that will allow me to explore and utilize my knowledge and experience preferably in an Administrative position.  My other interest areas are Public Relations and Event Management.  I am a friendly, supportive, and excellent office co-ordinator, with the ability to work under pressure.  Ability to interact with people of all levels with a pro-active mind set, and negotiation skills are my inborn talents.  Moreover, my skills in event management, and managing and implementing smooth and efficient office systems would be of immense value to any organization.  My passion to learn new things has turned me into a versatile person today.
EDUCATION
Academic

General Certificate in G.C.E. (O/L) Examination – Good Shepherd Convent, Sri Lanka (1986)

Diploma in Secretarial Practice – Ladies College Vocational Training Institute, Sri Lanka (1989)

Certificates in Shorthand and Typing – The Polytechnic, Sri Lanka (1988)

Certificate in French Language, ‘Unité 1’ of Panorama 1 – Alliance Française, Dubai, UAE (2003) 
Technical

Diploma in dBASE III plus computer programming – DP Aides, Sri Lanka (1990)
Certificate in Word Processing – Ladies College Vocational Training Institute, Sri Lanka (1989)

Certificate in Excel 5.0 & Lotus 123 5.0 – Khaleejsat Computer Training Institute, Dubai, UAE (1995)

Certificate in Power Point 97 – Advance Computer Training Institute, Dubai, UAE (1998)

Certificate in Access XP – Beams Education Centre, Dubai, UAE (2003)

EXPERIENCE IN THE AREAS OF
a. Administration & Secretarial incl. Shorthand
h. Insurance


b. Event Management






i. Purchasing
c. Company Secretarial





j. Sales & Marketing
d. Data Analysis







k. Building Construction
e. Accounting & Finance





l. Public Health
f. Human Resource






m. Monitoring of various activities
g. Public Relations 






n. Tertiary Education
KEY IT SKILLS
Work experience in; 






c. MS. Power Point
a. MS Word







d. MS Access XP
b. MS Excel







e. Tally ERP.9
INTERNATIONAL TRAINING
Excel 2010 – in Sri Lanka 

Motivation Magic – in Sri Lanka 
7 Habbits – in Sri Lanka

Going beyond the limits – in Sri Lanka
Time Management – in UAE
Effective Communication – in UAE
Maximizing Your Potential – in UAE
SIGNIFICANT ACHIEVEMENTS
At Sharp Middle East FZE, Dubai, UAE;

1997 -- ‘Sharp Outstanding Effort Award’ from President of Sharp Corporation for organizing October 1996 Product & Sales Meeting in Dubai. 

2003 -- Appreciation on maintaining ‘100% Attendance & Punctuality for 6 months’

PERSONAL DETAILS
Date of Birth

: 
September 25, 1970       
Nationality

: 
Sri Lankan – Malay

Religion

: 
Islam    

Marital Status 

: 
Married with 3 children

Languages        
: 
*Fluent in English, Sinhala, and Malay                                                                                                                                                                                                                                                                                                                        * Very basic knowledge of reading & writing of French                                                *Able to only read & write Arabic                                             

Driving License   

: 
Holding valid UAE and Sri Lankan driving licenses  
CAREER SUMMARY
New Age Co LLC (Dubai, United Arab Emirates) – January to November 2014 
Position:   Purchasing Officer reporting to Chairman & Head of Purchasing
Reason for resignation: Downsizing of the Company 
Pership Group (Colombo, Sri Lanka) – March to December 2013 

Position:   Confidential Secretary reporting to Chief Financial Officer of the Group
Reason to Resign: Exploring Overseas Opportunities
Tropical & Environmental Diseases & Health Associates - TEDHA (Colombo, Sri Lanka) 
May 2009 to February 2013 

Position:   Program & Director’s Secretary reporting to Chairman
Reason to Resign: End of Contract
Sinotex (Lanka) Limited (Colombo, Sri Lanka) – April 2008 to May 2009
Position:   Executive Secretary reporting to General Manager
Reason to Resign: Closing down of Company due to recession
Tempt (Constructions) Pvt Ltd (Colombo, Sri Lanka) – January 2007 to March 2008
Position:   Head Of Administration reporting to Managing Director
Reason to Resign: This is a family concern and I resigned after the business was established
Imperial Institute of Higher Education (Colombo, Sri Lanka) – June 2005 to December 2006
Position:   Executive Secretary reporting to CEO & Academic Director
Reason to Resign: To assist in the family business
Sharp Middle East FZE (Jebel Ali Free Zone, Dubai, UAE) – May 1994 to January 2005
Position:   Executive Secretary reporting to General Manager. Director Marketing
Reason to Resign:  Settling down in Sri Lanka
Mercs Express (Colombo, Sri Lanka) – January 1990 to April 1994
Position:   Secretary reporting to Director
Reason to Resign:  To join my family in Dubai, UAE
Total Experience ( 24 Years
CAREER – IN DETAIL
January ~ November 2014
New Age Co, Dubai, UAE

Position:  PURCHASING OFFICER Reporting to Chairman & Head of Purchasing

Established in 1976 New Age Co is specialized in Engineering and Trading of Fire Protection and Detection Systems, I work for the Head Office in Dubai and there are 4 more Branch Offices in the UAE.  

Main duties:

· In Charge of Purchasing in Project MAINTENANCE Department.  Follow up on required material by the Maintenance Team, Obtaining quotes, Issuing Purchase Orders, Ensuring that the items reach the required project sites.  
· Maintaining an up-to-date Record of all IMPORTS DATA as well as Filing of all IMPORT documents.

· Generating/Preparing various REPORTS for the management based on IMPORTS and Various Other Aspects as and when needed, using existing databases

· Preparation of COSTING on all IMPORTS 
· Preparation of COSTING on Project BOQ's, when needed
· Operating TALLY Software System to obtain various information to do various analytical work as well as preparing LOCAL PURCHASE ORDERS

· Maintaining updated information on COMPETITORS PRICING for top management -- Obtaining quotations from competitors as needed

· Preparation of various PRICE COMPARISONS for top management

· Follow up and prepare documents needed for GOVERNMENT APPROVALS of products  

· Maintaining up-to-date Databases of SUPPLIER & BASIC APPLICANTS, LOCAL SUPPLIERS, FOREIGN SUPPLIERS, PRINCIPALS, etc

· PROJECTS coordination, when needed
· Preparation of FOREIGN PURCHASE ORDERS as needed 

· Other miscellaneous administrative duties 
March ~ December 2013 
Pership Group, Colombo 4, Sri Lanka

Position:  CONFIDENTIAL SECRETARY Reporting to Chief Financial Officer

Pership Group is one of Sri Lanka’s most trusted strategic partners engaged in providing solutions in the fields of Shipping, Cargo, Freight, and Airlines having 15 such Companies in the Group.  My role is the central point for most significant aspects of the group’s activities.  One of the most exciting jobs ever! 

Main duties:

· Coordination or all COMPANY SECRETARIAL aspects of all 15 companies – AGM Minutes, Annual Returns, Dividends, Maintaining of Share Registers and Share Certificates, Maintaining of Common Seal Registers, Board Minutes, Form 20 in consultation with appointed Company Secretaries.

· Handling all Motor and Non Motor INSURANCES of the group – other than Surgical & Hospital

· Compilation of WEEKLY CASH BALANCES for Management

· Compilation of GROUP BEST ESTIMATES for Management

· Compilation of GROUP MONTHLY ACCOUNTS  for Management

· Monitoring and constant follow up on reports submitted by Group’s Finance Heads

· Preparation of the Finance Activity and Report Submission Calendar for the Whole Group 

· Maintaining Databases of Group Contacts, Secretaries, Insurance Companies, Audit Companies, etc

· Filing & Other secretarial work

May 2009 ~ February 2013 
TEDHA (Pvt) Ltd, Colombo 5, Sri Lanka

Position: PROGRAM & DIRECTOR’S SECRETARY Reporting to Chairman

Tropical & Environmental Diseases and Health Associates (TEDHA) is a Colombo based technical consulting organization incorporated in Sri Lanka.  TEDHA had embarked on a major program towards the elimination of Malaria from Sri Lanka jointly with the Government’s Anti-Malaria Campaign and Sarvodhaya. The program is to be implemented over the next five years and will be supported by The Global Fund (GFATM), Geneva, Switzerland.

Main duties:

· Managing Chairman’s Office (*Screening all documents coming in from other divisions and district offices for Chairman’s approval, and taking necessary action when required.  *Filing system  *Diary management)

· Event handling – Seminars, Training, Meetings and Staff Get-togethers, etc:

· Taking down Minutes of all management meetings and follow up on Action Points

· Using of ‘Doc Track’ system to keep a clear track of documents in hard & soft forms

· Overseas Travel arrangements

· Visiting the Field, and Field visit arrangement for others in compliance with donor requirements

· Overlooking Office aesthetics and welfare 

· Stationery management 

· Supervising Administrative Receptionist, Peon, and other minor staff

April 2008 ~ May 2009 
Sinotex (Lanka) Ltd, Katunayake, Sri Lanka

Position: EXECUTIVE SECRETARY
Reporting to General Manager (Hong Kong national) & Deputy General Manager

Crystal Group was one of the pioneers in establishing, and developing the apparel industry in Sri Lanka. With the establishment of the first industrial zone in Katunayake in 1978, by the Sri Lankan Government, Crystal Group made their first investment in Sri Lanka in 1981 by establishing Sinotex (Lanka) Ltd.  Number of employees was 2,500.

Main duties:

· Managing GM’s & DGM’s Office (*Screening all documents coming in from 6 Factory Units, and other supporting divisions for approval, *Filing *Diary management)

· Conducting the weekly ‘Management Meeting,’ and preparation of Minutes.

· Personal Files – Handling personal files of Management and Executive staff (Letters of Appointment, Appraisals, Resignations, Service Letters, etc:)

· Insurance - Handling all Insurance matters, and related filing.

· Organizing other Meetings, Workshops, etc; and preparation of Minutes.

· Overseas Travel of Sinotex members (Visas, Air tickets, Itineraries, Hotel Bookings, etc:)

· Handling Mobile Phones’ related matters, and payments.

· One of the 5 Administrators in the company for the Group Website.

· Translating Sinhalese letters and other documents to English.

· Other secretarial duties, as and when required.

January 2007 ~ March 2008 
Tempt (Constructions) Pvt Ltd, Battaramulla, Sri Lanka

Position: HEAD OF ADMINISTRATION
Tempt (Private) Limited, formed in 2007 is a family owned business, striving to be a trusted, successful and preferred civil construction company.

Main duties:

I was engaged in assisting the Managing Director in the whole process of;

· Company registration

· Establishment of new office

· Implementation of Administration and Accounting processes

· Recruitment

· Advertising

· Other miscellaneous duties as and when needed

June 2005 ~ December 2006 
Imperial Institute of Higher Education, Colombo 4, Sri Lanka

Position: EXECUTIVE SECRETARY to CEO & Academic Director

Imperial Institute of Higher Education (IIHE) is the validated centre of the University of Wales, UK in Sri Lanka where University of Wales Degree programmes are conducted, where Quality assurance is considered a critical aspect.

Main duties:

I was assigned duties in the three primary Administrative areas of operations i.e. Administration, Examinations, and Faculty.  

· Exams - Was responsible to ensure that the entire Examination process (of collection of examination paper drafts from faculty, corrections of drafts, obtaining approval from the UK and Colombo based External Examiners, finalizing papers, packeting under secure conditions, handing out of papers to invigilators, collection of Answer Scripts, co-ordination of the double marking process and passing marks sheets to Registrar) was conducted in total confidence and without any possibility of papers being leaked out.  This was done twice a year for all modules in all degrees, and twice a year on a smaller scale for Re-Sit Examinations.

· Meeting Deadlines – Everything in the institute took place as per a pre-determined calendar which meant that no deadlines could slip, and the process was completed with the highest quality assurance.

· Responsible for preparation of Student Hand Book for each new Intake.

· Event Co-ordination – Graduations, Taking part at Educational Exhibitions.

· Handling of Petty Cash 

· Payments to Faculty and Internal Examiners for setting as well as marking examination papers, and daily wages to minor staff.

· Responsible for Office Supplies for the whole institute. 

· Preparation of Minutes of Academic Board Meetings, Internal Exam Board Meetings, and External Board Meetings.

· Attending to Interior and Building Maintenance.

· Other general secretarial duties.

May 1994 ~ January 2005 
SHARP Middle East FZE, Jebel Ali Free Zone, Dubai, UAE

Position: EXECUTIVE SECRETARY to Director Marketing

Sharp M.E.FZE is a 100% owned sales subsidiary for Sharp products, in the vast territory of Africa, Middle East, Central & West Asia..    

Main duties;
· Bi-annual Budget Planning for Sales & Marketing Division
· Event Handling (meetings, exhibitions, product launches, product seminars, etc:) -- Budget planning and necessary management approval,  invitations, visa arrangement and hotel stay for all participants, venue lay-outs, seating plans, meal plans, entertainments, gifts, co-ordination with relevant parties (internal & external), budget closing).
· Generating miscellaneous Sales reports (as and when required) -- *Gross Profit Report  *Advertising & Sales Support Summary  *Tender Summary  *Daily Sales figures to Head Office, etc:

· In Charge of the complete Marketing process (Sales, Maintaining PSI, Introduction of New Products, Preparation of Business Proposals, Advertising, and Promotion etc.) for the largest buyer (South Africa) in the Territory in the years 1998 & 2000.
· Filing and Archive control for Sales & Marketing Division.

· Business Travel for all Sales & Marketing members (visa arrangement, flight bookings, hotels, Travel Authorizations, Expense Reports, etc:

· Vacation itineraries for the managers.

· Taking down minutes of all meetings.

· Handling of customer inquiries, and other general secretarial duties, including Independent correspondence.

January 1990 ~ April 1994 
Mercs Express, Colombo 3, Sri Lanka

Position:  SECRETARY to General Manager/Director

Agent in Sri Lanka for Federal Express courier company.

Main duties: This was a typical Secretarial role where Customer service was involved, and was a good foundation for my secretarial career ahead. Arranging staff events and Air line and hotel bookings too were involved on a smaller scale.
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