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Objective

· To be innovative and creative, committed to add value to any job undertaken, through academic and professional experience gathered 

KEY ATRIBUTES

· Energetic / Hard working / Dependable 
· Self confident / Team player / Committed 
· Honesty / Ready learn / Determined. 

EMPLOYMENT SUMMARY

January 2007 to May 2015- HSBC Bank Sri Lanka
DEPT : Administration Department
· Insurance Help desk 
· Renewal of Insurance for the Hsbc Srilanka and Maldives Branch 
· Insuring of overnight cash holding / Excess cash holding in Branches premises 
· Renewal of Motor vehicles 
· Handling of Accident repair/ Insurance motor claims 
· Maintenance of Vehicles – Repairs & Service 
· Coordinating with the  Brokers and Suppliers 
· Handling of Bank laborer according to the business requirement 
· Transport Help Desk 
· Arranging of day to day transport operations for the Staff at Head Office 
· Arranging and coordinating with the Supplier for the evening transport drops for the Staff’s who work after 7 pm 
· Preparing outsource drivers and service providers payroll 
· Clarifying Transport issues 
· Coordinating with the Staff and the Bank and outsource driver accordingly. 
· Formulating, monthly , quarterly and yearly MI 
· Overseas Travel Help Desk 

· Coordinate with the Travel Agent and service providers accordingly 
· Preparing of letter different Embassy and Freight companies Ect. 
· Check for applications and all the documents related to a Travel and advice the Travel agent 
· Formulating, monthly , quarterly and yearly MI 
DEPT : Voucher Control
· Checking of IE and GL reports 
· Checking large transaction. 
· Verifying signature against the transaction posted by the Branches and Department 
· Rectifying of the error vouchers posted against the transaction limits accordingly 
· Formulating, monthly , quarterly and yearly MI packs 
· Overlook the department operation 
· I was handling my Officers work for more than 3 months when she was on maternity leave. 
DEPT : Operation Risk Management Control Camp
· Money Laundering investigations. Camp triggered once and the staff triggered once). 
· CAMP is Customer Activity Monitoring Process. 
· We investigate the source of funds and what it had been used for 
· If its suspicion we report to FIU (Financial Intelligence unit ). 
· We do carry out investigations and if it suspicion we will request for more documentation from us. 
· Apart from that we do Central bank reports, where they request for certain customer information with the help of courts. 
DEPT : Internal Control
Mainly focus on the audit for the Bank
Ceylinco Finance and Guaranteed -2005
I was working as a Project officer at Marlabe Housing Project for 1 year
Duties and Responsibility
· Coordinating with the Engineers, Work force and the Field Engineers. 
· Monthly sales target 
· Coordinate with the sales team to achieve targets 
· Planning and Coordinating sales promotions for the Project 
Ceylinco Land and Exchange – 2006
I was working as a Junior Administrative Executive for 1 year
Duties and Responsibility

· Preparing of Payroll temporary staff and Field officers 
· Checking of attendance 
· Purchasing and balancing of stocks of Stationery and distribution 

TECHNICAL SKILLS

· Gained an excellent understanding of Systems 
· HUB (Core Banking System HSBC) – Demand, Term deposits and Related operation exposure, Account opening procedure (Cards, Loans, deposits) 
· BO (Business Objects) – Referral of information from historical data bases for sales, campaigns and MI requirements. 
· On Demand - Includes transaction posted for the last 5 yrs. 
· Computer literacy - Microsoft office 
· Ms Word, Excel, PowerPoint, Virus Guards, Sound Forge, Adobe Audition 
· Windows operating systems (XP,VISTA,WINDOWS 7, windows 8) 
· Other Skills – Fluent in English ,Sinhalese and Tamil 
· Operating daily IBM Lotus Notes 

EDUCATIONAL BACKGROUND

Lyceum International School, Nugegoda.
    G.C.E Ordinary level Examination in Commerce 2002.
	o
	Accounts
	: A

	o
	Commerce
	: A

	o
	English
	: E

	o
	Mathematics
	: E


    G.C.E Advanced level Examination in the 2004.
	o
	Business Studies
	: C




· Presently reading Certificate in Banking and Finance 
Subjects –       1. The Financial Services Environment -Pending 
2. Managing People in Organizations 

3. Marketing, Sales and Customer Services 

4. Structure of Accounts - Pending 


PROFESSIONAL QUALIFICATIONS

    Presently following a Project Management Certificate at NIBM

SPECIAL ACHIEVEMENTS

· Awarded a Silver Star for Team work and zero error for the year 2009 ( HSBC) 
· Awarded a Bronze Star for taking up Initiative for the team 2009 (HSBC) 
· Gold Medalist and certificate for excellent result in Mathematics in School 

ACTIVITIES

· Holder of School Colors for outstanding performance for Athletics. 
· Holder of Best Performance Boy award for Athletic 2004 
· Member of the School Relay Team 
· Participated in Inter -  International Athletic and Circuit meet Gold medalist 
· Member of School Basket Ball Team 
· Member of School Soccer Team. 
· Participated in Inter – International school cross-country race held at Panagoda Army Camp and won and awarded 3rd place. 

PERSONAL DETAILS

	
	
	
	

	Date of Birth
	:
	
	12th  January 1984

	Nationality
	:
	
	Sri Lankan

	Marital Status
	:
	
	Single
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



