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OBJECTIVE

Seeking a suitable position with exceptional experiences of wide criteria. Hope to contribute enough scope for development of the company through maximizing the efficiency of the working environment and achieving targets for reach goals.

WORKING EXPERIENCES

· MAS Holdings from 2012.
· Position :Quality Auditor 

· Inspect the quality of incoming materials.
· Ensure accurate information is presented to production.
· Inspect, monitor, record and report quality data of the production by operations.

· Identify areas requiring training and ensure gaps are completely filled within given time frame using MAS Operating Systems.
· Gave a better support to increase the productivity of the production lines through the quality.

· Collaborate with supervisors for performance enhancement of least performing personnel.
· Configure management required audits and perform customer staging.
· Audit the production according to the customer quality standers, giving feedback and re-audit as required.
· Study, evaluate and assess standards of equipment operations, product process specifications and other related issues to ensure QA standards.
· Follow-up all product processes, specification sheets and other processing data to ensure QA controls.
· Ensure high quality standards at all levels of operations.
2007 – 2011
· NAITA Sri Lanka.
· Position : Computer Accounts clerk

· Analyze, organize and manage customer invoices.

· Research and resolve customer problems related to billing and payment.

· Verify and record business transactions.

· Prepare and manage account statements.

· Perform reconciliation of daily and monthly revenues.

· Prepare financial reports, expense reports, revenue reports, and trial balance reports, etc for management.  

· Manage bank account deposits.

· Manage check transactions and payments.

· Assist in procurement, payroll, and budget preparation activities.

· Participate in month end account closing activities.

· Perform account payable and receivable transactions.

· Maintain confidentiality and security of bank accounts.

2004-2007

· Royal Fernwood Porcelain Ltd.

· Position : Planning Assistant

· Preparing packing lists according to the customer order quantities.

· Preparing monthly shipment schedule and production plan.

· Follow- up the daily the production status for achieves the monthly shipment target.

· Coordinate with managers of all production departments to update the actual production and discussed for on time delivery.
· Attend daily production meetings and weekly export meetings to discuss the production and shipment status.
· Coordinate with management and plan participation in all international trade shows and ensure all activities according to customer specifications.
QUALIFICATIONS

· Successfully completed the high school education.
· Passed all subjects with distinction in ordinary level examination conducted by Sri Lanka department of examinations.
· Passed Chemistry and Physics with ordinary pass in Mathematics stream in advanced level. 
· Followed a Diploma In Computer Studies at IDM Computer Studies (Pvt) Ltd.

The course consists of following modules.

· Fundamentals of Information Technology

· Programming Techniques and Practice

· Packages and Applications

· MS Word

· MS Excel

· MS Power Point

· Visual Basic Language

· Internet & E mailing
· Followed a Multimedia Based English Language Course at Headway School of Languages and DynEd International, Inc
· Passed the examination of Forward Thinking English Testing conducted by The British Council.

SKILLS

· Have a good knowledge about office applications including internet & e-mailing.

· Good communication and correspondence skill.

· Have data analyzing and problem solving skill.

· I am not a person who depending on another person.

· Have a good management skill and I can prove as a good team leader.

· Always keep strong desire for achieving targets.

· Have ability to work under pressure with minimum supervision.

LANGUAGES

· Good in verbal and writing in English.
PERSONAL DETAILS
· Date of Birth

: 29/03/1983
· Sex


: Female
· Civil status

: Single
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