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Dhanushka                            

C/o-Contact Mobile No: +971 505891826
E-mail: dhanushka.210290@2freemail.com 


CAREER OBJECTIVE:
Seeking a position as Administration / Customer Service Assistant with a reputed organization where my past experience shall have valuable application.

STRENGTHS:
· Have over all experience of 4 years full time office administration, data entry, customer service, supervising & recovery.

· Have excellent working skills in MS Office Applications. 

· Excellent communication skills in English.

· Possess excellent administration & customer service skills.

· Young, energetic and enthusiastic with refined manners.

· Can work under pressure and meet deadlines.

· Self-motivated and ambitious with strong desire to succeed.

CAREER HISTORY

· Customer Service & Recovery Officer, M/s. People’s Leasing & Finance PLC ,Sri Lanka(August 2011- Present)
· Admin Executive, M/s. New Timex Garment, Sri Lanka (March 2010 – Aug 2011)
· Admin Assistant, M/s. Aviva NDB Insurance PLC ,Sri Lanka(August 2009- March 2010)
JOB PROFILE

· Provide administrative support to the office.

· Store and retrieve data on computer.

· Review and answer correspondence on behalf of the company.

· File correspondence and other records.
· Supply correct information to customers. 

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails.

· Responsible in ensuring company’s customer / clients receive an adequate level of service or help with their questions and concerns.

· Communicate with customer through a Variety of means-by telephone; by email, fax, or regular mail correspondence; or in person. 

· Maintain client relation & ensure customer satisfaction.

· Involve in pre / post sales follow ups.

· Processed back office operations using MS Office.

· Involved in collecting payments from customers.

· Worked closely with other members of sales & marketing team.

· Prepare reports of business transactions & keep the account information updated.

· Arranging meetings with the clients for General Manager and sales team


· Keeping a record of all outgoing courier.

· Preparing Monthly Report.

· Monthly reconciliation. 

· Handling Incoming Shipment & outgoing shipments.

· Assisting Operation Department.

· Maintaining Legal correspondence. 

· Handling Legal recoveries.

· Handling internal memos regarding Recoveries.

· Credit evaluation of customers.

· Making arrangements for repossession of bad facilities.

· Making arrangements to dispose all repossessed asset.

· Closely monitoring debtor collection.

· Maintaining good recovery ratio.     
EDUCATIONAL QUALIFICATION

· Intermediate (Advanced Level) – Sri Lanka

· Advance Diploma Desktop Publishing, ICCS Institute, Sri Lanka.

· Advanced Diploma in Computer hardware & networking, ICCS Institute, Sri Lanka.

· Diploma in e-citizen certification at CSC Computer Education, Sri Lanka.
· Tally Financial Accounting Program at CSC Computer Education, Sri Lanka.

· I have successfully completed a Diploma in Management Accounting at Aquinas University College, Sri Lanka.   

TECHNICAL SKILLS

· Well experienced in MS Office applications.

· Basic hardware & networking.

· Internet applications & E-mail

· Light Vehicle Driving Silence (Sri Lanka) 

EXTRA CURRICULAR ACTIVITIES 

· Participated in various leadership programs.

· Served as President of School Science Society.

· Served as President of School English Literary Association.

· Served as Secretary of School Singhala Literary Association.

PERSONAL DETAILS

Date of Birth

:
24th March 1988

Marital status

:
Single

Nationality

:
Sri Lankan

Languages known
:
English, Tamil & Sinhala

Visa Status

:
Visit Visa[image: image1.png]



