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PERSONALSUMMARY
A well-organized administrator from a clerical background with invaluable experience providing administrative and clerical support.Highly focused with a comprehensive knowledge and understanding of various roles such as office administration, customer service and patient services. A consistent track record of successfully employing best business practices that improve efficiency, reduce operating costs whilst increasing productivity, all to tight time scales and within budget.
Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable position as an Administrative Assistant, Computer Operator or as per my Qualification suitable position.

WORK EXPERIENCE
Saudi Aramco Mobil Refinery Company Ltd.,(ARAMCO) Yandu, Saudi Arabia.
Secretary           2013–2014
Providing Secretarial support and administration support to meet organization needs. Responsible for Secretarial support duties including: Ma9ntaining Database SAP Software trough, photocopying, typing, filing, post, telephone answering etc.

Duties:
· Typing reports, minutes, agendas, forms, letters, invoices, memos, statements.
· Answering the telephone and dealing with inquiries.
· Distributing incoming and outgoing post and information to relevant parties.
· Preparation and distribution of minutes and agendas etc.
· Ensuring adequate staff levels to cover for absences and peaks in workload.
· Issuing ID cards for Safety Course followed employees.
· Coordinating with Other Departments related safety courses.
· Ensuring that there is an adequate supply of stationery/stock within the office.
· Photocopying documents as required and circulating as directed.
· Maintaining filing systems.
KEY SKILLS AND COMPETENCIES
· Developing & implementing new administrative systems.
· Can undertake routine typing and filing duties as appropriate.
· Maintaining effective working relationships with colleagues.
· Strictly following office and company policies and procedures.
· Ability to accurately maintain relevant recording and information systems.
· Able to type reports and correspondence for senior managers.
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Micmac Foods Pvt. Ltd., Kurunegala, Sri Lanka
Administration Officer


2003-2010
Duties:
· Update all customers data and sales data analyzing.
· Update all sales data and Sales representatives Incentives/Targets Calculations
· Handled Island wide dealers corresponding works.
· Prepared sales data and statistic reports submit to the Head of Marketing/Management.
· Prepared all an employee’s Payroll.
· Prepared Purchasing Orders 
· Handled all customers Bank Guarantees, Confirmation from the bank and Bank guarantees claiming from the bank. 
· Assist to the Managing Director’s day to day works.
· All necessary reports submitting to the company chairmen.
KEY SKILLS AND COMPETENCIES
· Coordinating with Dealers Network.
· Conducting Survey with Customers.
· Implementing and introducing new method for the sales fields.
· For the new comers conducting Orientation programs.
· Coordinating with Sales staff.
· Creating  reports with an analyzing reports.
· Handling Personnel files.
· Maintained Employees & Customers Database.
· Coordinate with banks related issuing bank guarantees against Dealers. 
Dynarabia Company Ltd., Riyadh, Saudi Arabia.
Administrative Assistant cum Computer Operator           1996 - 2002
Duties:
· Maintained all employees’ manpower report and updating records.
· Prepared of all division staff attendance sheets.
· In charge of staff timekeeping.
· Update records staff Annual leave, Sick Leave and Absences.
· Handled all Divisions Staff personnel files. – Admin, Nursing, Para Medical, 
Support and Bio Medical.
· Responsible for the all work permit and expiring work permit submit to renewals.
· Submit the all employees’ approval for the Ministry of Health and follow up approvals.
· Prepared all employees salary/final settlements submitting to the Finance Department.
· Prepared manpower reports for the Chief Executive Officer/Project Manager for the 
 Day to day works.
· Prepared Medical records statistics and submitting to the Hospital Director.
· Worked as a Secretary for the Hospital Chief Executive Officer due to 
hisSecretary Absence periods.
· Assisting to the Nursing Director’s Office day to day works
· Prepared Hospital Medical Records Statistical report for MOH.
KEY SKILLS AND COMPETENCIES
· Introduced new system for the day to works.
· Coordinate with all staff with friendly manner.
· Strictly followed the company Policy &Procedures.
· Maintained employees Database and generate reports as per requirement of superiors.
·  Assist to the other Departments.
ACADEMIC QUALIFICATIONS
General Certificate Examination Advanced Level (Secondary)
1992               

PROFESSIONAL QUALIFICATIONS
· Diploma Of Computer
· Computer Awareness Program
· Dbase III+ Programing Language
· Diploma of Hardware Engineering
Above mentioned details are true & correct.
