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ACCOUNTS AND CUSTOMER SERVICE PROFESSIONAL WITH 14 YEARS OF EXPERIENCE

Accounting and Client Relationship Operations

Over 14 years of expertise in the field of accounts and client relationship management with exposure to front office administration and sales, is currently seeking challenging opportunities to further enhance and utilize my experience.
With experience in accounts management and accounting systems along with customer retention capabilities, aspire to help improve the growth of the company. 
Possess massive experience in handling customer issuesand general administrative duties that can be used towards the benefit of the company. 

CORE COMPETENCIES
Accounting





Persuasive Communicator      
Customer Retention Management


Training and Development


AREAS OF EXPERTISE

· Comprehensive exposure in coordinating the flow of work of all departmental levels involved in business

· Effective communicative techniques to aid customers in receiving the goods of interest

· Strategic planning techniques to ensure a smooth flow of work
· Thorough understanding of financial markets, accounting principles and reporting of financial data
· Experience in front office operations which includes petty cash management, cashier and clerical duties


STRENGTHS
· Team motivation and development 

· Meeting deadlines and tough targets
· Time management skills
· Customer satisfaction, development and retention 
· Business development
· Accounts management


14 YEARS OF PROFESSIONAL EXPERIENCE
 Experience in Dubai, UAE
Cashier
Emirates Furniture
Oct 2011 to Present
Responsibilities:

· To enhance customer relationship by aiding and assisting them in processing transactions efficiently along with solving queries, to coordinate with the department of customer service and logistics to ensure timely delivery 

· Organize workstation with supplies and resources and aid walk in customers through proper greeting and assistance

· Follow standard cash handling procedures, prepare tally sheet and escalate issues and requests to the higher management


Front Office Staff
Sun and Sands Hotel
Oct  2008 to Sep 2011
Responsibilities:

· Assist guests in proper documentation and delegation to their respected room, respond to queries and solve issues within the specified time frame
· Coordinate with the Air Lines to manage reservations, update flights schedules and managing the telephone system
· Ensure that rules and regulations are followed as per the set standards
· Manage the cash counter and coordinate with other departments to ensure a smooth flow of work


Experience in Sri Lanka
Accounts Clerk
Silan Pharmaceutical Company
July 2003 – June 2008
Responsibilities:

· Maintain and verify receivables  supporting sales with supporting documents
· Preparing reconciliation statements along with handling petty cash, invoices, and other financial tasks

· To ensure that the company’s policy and procedures are met and reporting to the Accountant on a daily basis

· Maintain file reports and backup along with maintenance of the filing system



Customer Relations Assistant 
Lanka Transformers Limited
Aug 1999 to June 2003
Responsibilities:

· Ensure the development of customer relationship program through escalation of issues and answering queries, monitor and maintain the performance of the client reference process
· Be the key point of contact to clients providing high quality customer service, thereby enhancing the customer base and their loyalty towards the company 

· Staying ahead of the competitors by encouraging awareness about products, services and policy changes through training, taking administrative initiatives to work closely with segments such as quality control and production to achieve set targets
· To match and deliver products and services as per the industry standards and trends, utilizing effective communication skills to retain customers and increase sales

· Document purchases made and manage petty cash and company accounts on a day to day basis with accuracy


IT SKILLS


TALLY ERP 9



MS OFFICE


SOCIAL NETWORKING


INTERNET & EMAIL
TRAINING & DEVELOPMENT
‘Customer relations in service sector’from National Institute of Business Management
‘How to persuade and retain customers’ from National Institute of BusinessManagement
EDUCATION& CERTIFICATIONS
G.C.E Ordinary Level– 1995
G.C.E Advanced Level(Accounts) – 1998


PROFESSIONAL QULIFICATIONS
CMA from theInstitute of Certified Management Accountants
· Successfully completed Foundation level ( Level 1) – 2014

· Management Acctg. Fundamentals.
· Financial Acctg. Fundamentals.
· Business Mathematics & Statistics.
· Mgt, Corp.Governance & Ethics.
· Bus.Econ&Bus.Fin.Fundamentals.
· Business English I.
· Following Operation Level ( Level 2)

· Operational Management Acctg.
· Financial Acctg & Reporting.
· Operations & info .Systems Mgt.
· Business Law & Taxation.
· Information Technology Applications.
· Business English II.
SPORTS AND EXTRACURRICULAR ACTIVITIES
Member of the College Basketball Team (Under 15,17 and 19 Levels)
Member of the College Gymnastic Team 
Member of the Commerce Union


PERSONAL VITAE 

Date of Birth

: 01st April 1979
Nationality 

: Sri Lankan
Languages

: English and Sinhalese
Sex


: Male

Marital Status

: Married

Visa Status

: Free Zone Visa



DECLARATION

I hereby certify that the above particulars furnished by me are true and correct.
