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PROFILE OF SKILLS_____________________________________________________
· Excellent interpersonal & presentation skills.

· Ability to work under pressure.

· Excellent English written & oral communication skills.

· Good software & hardware skills.

· Flexible to work in shifts.

· Team player.

· Hard Working.

· Good understanding of basic accounting theories & principles.

· Goal oriented personality.

· Negotiation Skills.

EMPLOYMENT 

Past Employments


: None

Current Employment - Company
: Bartleet Finance PLC –Sri Lanka since 03/10/2011
          - Designation
: Customer Service Executive
The Bartleet Group expanded activities in the financial, services sector obtained a license as a Central Bank of Sri Lanka approved financial entity. Product portfolio of Bartleet spread a wide spectrum of services which includes mobilization of deposits, hire purchase, leasing, pledge loans, trade financing, factoring, real estate development, equity investment, asset and portfolio management and related services.
· Maintaining Certificates of Registrations
· Handling Petty cash for miscellaneous expenses at work place
· Releasing all relevant documents once a contract terminates
· Preparing and releasing documents for re-finances

· Releasing documents if a D/O is received

· Issuing letters as per client requests

· Making preparations for the issue of invoices

· Coordinating with other branches

· Preparing reports (Financials) & Book keeping
· Handling clients’ when required
ACADEMIC QUALIFICATIONS

School Attended 

: St. Benedict’s College, Colombo 13.
General Certificate of Education
- Advance Level in 2011 (English Medium Commerce)

· English



A

· Business Studies & Accounting
C

· Economic



S

- Ordinary Level in 2008 (Sinhala Medium)
· English



A

· Information Technology

A

· Religion



A

· History



A

· Sinhala



B

· Art




C

· Commerce



C

· Mathematics



S

· Science



S

Professional Qualifications 

· Higher Diploma in Computer Science from Infortec  International – 2012
· Hardware Engineering

· Finance & Management Systems

· IT Project Management

· Fundamentals of IT with Operating Systems

· MS office Packages

· Database Management systems

· Internet & Networking

· Web Application Designing

· Human Resource Management

· E commerce

· Final Project

EXTRA CURRICULAR ACTIVITIES

· Member of the Shakespeare Drama Club 2008 and 2009
· Member of the Board of Prefects 2010

· A Senior Prefect of 2011
· Member and Sub-editor of the English Literary Union 2010
CERTIFICATES

School
  -

Certificate awarded for 3rd place in “HelaSahithaUdana” Art Competition organized by the Sinhala Literary Union.
· Certificate awarded for Business Studies in the Annual Prize Day.

· Certificate awarded for services rendered as the Sub-editor of the English Literary Union.

· Certificate awarded for completion of the course “Computer Literacy for School Children” by “Singapore Informatics Computer Institute, Sri Lanka”.
External –
· Certificate of participation in the “Orientation Training Program” organized by the “Archdiocesan Young Christian Students Movement”.

· Certificates of recognition at “Futurekid” for extraordinary work as an,

· Official Silver Futurekid Level 2

· Official Gold Futurekid Level 2
· Official Gold Futurekid Level 3

· Official Platinum Futurekid Level 3

· Certificates awarded by the “Institute of Western Music & Speech”  for completion of grades,

· Initial in Spoken English

(Passed with Honors)
· Elementary in Spoken English
(Passed with Honors)
· Grade One in Spoken English
 (Passed with Honors)

· Grade One in Written English
 (Passed with Honors)
· Certificates awarded by the ‘Institute of Music, Speech & Speaking Skills” for completion of the following,
· The Preliminary Examination in Speech & Drama

(Passed with Honors)


· Grade 1 Speech & Drama


(Passed with Merit)
· The Advanced Preparatory Examination in Speaking Skills

(Passed with Honors)


· The Junior Examination in Speaking Skills 

(Passed with Honors)

· The Advanced Junior Examination in Speaking Skills


(Passed with Honors)

· Certificate awarded for completion of level 1 in the“Darmacharya Examination”.
PERSONAL INFOMRATION___________________________________________
Nationality

: Sri Lankan         

Religion


: Roman Catholic

Date of Birth   

 :17th December 1992
Gender 


: Male
Visa Status

: Visit Visa
I hereby certify that the above information is true and accurate to the best of my knowledge.

