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A professionally qualified Sri Lankan, self- motivated, responsible and hard working person with 06 years experience in the UAE and seventeen years in reputed companies outside the UAE, looking for a suitable position in a reputed company. Works well as part of a team and can also work unsupervised using initiative.
1. KEY SKILLS AND COMPETENCIES
An individual capable of setting priorities effectively on job roles, equipped with quick learning , well organized, and result driven with analytical, co-ordination and time management skills.
2. PROFESSIONAL QUALIFICATIONS
A Graduate and an Associated Member of the Institute of Chartered Secretaries & Administrators, UK
3. COMPUTER LITERACY 
Experience & knowledge of Microsoft Office, PowerPoint, Excel, Outlook. 
3. PERSONAL DETAILS
Nationality
: Sri Lankan
Visa status
: Employment Visa 
4. EXPERIENCE – SUMMARY
	
	Organization
	Position Held
	Country
	Period
	Experience

	1
	Aromas and Tastes (FZC),
	Assistant Manager –
	U.A.E.
	From Feb 2009 to-
	06 Years

	
	Free Zone Company,
	Administration &
	Sharjah
	date
	

	
	Sharjah, UAE
	Corporate Affairs
	
	
	

	2
	Ceylinco Consultancy & Allied
	Company Secretary /
	
	Feb 2002 to Aug
	06 ½ Yrs

	
	Services Pvt Ltd (Diversified
	Administrator
	
	2008
	

	
	Conglomerate with more than
	
	
	
	

	
	250 subsidiaries)
	
	
	
	

	3
	Protec Services Pvt Ltd
	Sales Administrator
	
	Jan 2000 to Feb 2002
	02 Yrs 01

	
	
	
	
	
	Month

	4
	PricewaterhouseCoopers
	Company Secretarial
	Sri Lanka/
	Sep 1998 to Nov
	01 Year 02

	
	(Professional Training)
	Assistant
	Ceylon
	1999
	Months

	5
	Ceylon Cold Stores Ltd
	Executive Secretary
	
	Apr 1990 to Jul 1996
	06 Yrs 03

	
	(Leading Food & Beverage
	
	
	
	Months

	
	Company)
	
	
	
	

	6
	Warner Lambert Lanka Pvt
	Executive Secretary
	
	Aug 1987 to Apr
	02 Yrs 08

	
	Ltd(American Pharmaceutical
	
	
	1990
	Months

	
	Company)
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(i) Free Zone company, U.A.E. since February 2009 to-date Position: Asst. Manager – Administration & Corporate Affairs
· Job functions: Dedicated and skilled professional with a versatile administrative support skill set developed through experience as an Executive, Secretary, Administrative Officer. 
· Excel in resolving employer challenges with innovative solutions, systems and process improvements proven to increase efficiency, customer satisfaction and the bottom line. 
· Trusted assistant to the company management and reputation for maintaining a positive attitude and producing high-quality work. 
· Functioned as primary liaison to customers and ensured a consistently positive customer experience. 
· Acted as a Compliance Officer and handled work related to employee / investor visas, renewal of licences, preparation of documents for changes in share structure of the company 
· Assisted in purchasing function by sourcing suppliers, preparation of purchasing documents & Customs clearing documents 
· Assisting the sales & marketing department by preparation of sales analysis, Preparation of promotional material and presentations, explore & generate new business opportunities & managing existing business. 
· Performing some accounting duties and other general routine office tasks quite proficiently. 
(ii) Organization : Ceylinco Consultancy & Allied Services (Pvt) Ltd, Colombo, Sri Lanka 
Ceylinco Group is the most diversified conglomerate with more than 200 subsidiaries (Ceylon Insurance Company)
Position held: Company Secretary/Administrator
Period: from February 2002 to August 2008
Job functions: Responsible for compliance work of the company, preparation of annual reports and follow up action on related matters, Registrar of Companies work, liaising with shareholders, Handling personal administration functions including maintaining personal records of the staff issuing letters of appointments etc,
(iii) Organization : Protec Services (Pvt) Ltd, Colombo, Sri Lanka
Position held Sales Administrator
Period from January 2000 to February 2002
Job functions Co-ordination with the customers and suppliers both foreign and local and with government organization in registration of products and processing orders
(iv) Organization: Pricewaterhouse Coopers Secretarial Division, Colombo, Sri Lanka
Position held: Company Secretarial Assistant
Period: from September 1998 to November 1999
Job functions: All corporate secretarial functions including attending to board meeting matters, general meetings and taking follow up action, Preparation of annual reports, submission of annual returns, share issue matters and handling Registrar of Companies work and registration of trade marks.
(v) Organization: Ceylon Cold Stores Ltd (Elephant House) – Leading Food & Beverage company in Colombo, Sri Lanka – Elephant Soft Drinks remains the market leader despite competition from global brands such as Coca Cola, Pepsi etc., 
· With Annual Turnover of US$ 179,640,000.00 
Position held: Executive Secretary Period: From April 1990 to July 1996
Job functions: Handling investment portfolio of Executive Staff Provident Fund, Assisting in preparation and payment of executive staff salaries, Assisting in handling interviews, management of medical aid scheme of the executive staff and handling correspondence .
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(vi) Organization Warner Lambert Lanka (Pvt) Ltd in Colombo, Sri Lanka (American Pharmaceutical Manufacturer) 
Position held: Executive Secretary
Period: From August 1987 to April 1990
Job functions: Handling office administrative tasks, maintaining personal files, assisting in conducting interviews, obtaining regulatory approvals for registration of products, registration of trademarks, dealing with customers regarding product complaints, correspondence with the parent company in the USA, submission of reports on quality of products, product surveys etc.,
