AREAS OF EXPERTISE

Supervising

Ability to motivate people

Strategic planning

Commercial Awareness

Health & Safety Legislation

Office administration

IT skills

Health & safety

Staff performance

Budget control

PERSONAL SKILLS
Leadership ability
High performance 

Delegating 

Decision making

Organising
Hard Working
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PERSONAL SUMMERY 

I am a dedicated, organized and methodical individual. I have good interpersonal skills, an excellent team worker and am keen and willing to learn and develop new skills. I am reliable and dependable and often seek new responsibilities within a wide range of employment areas. I have an active and dynamic approach to work and getting things done. I am determined and decisive. I identify and develop opportunity.

PROFESSIONAL WORK EXPERIENCE
Secretary to Chairman/MD

Gemini Tour and Travels (Colombo) 2008 to 2009 (8 Months)

 
                                            Re-joined 2011 to 2012 (worked part time for 1 year)



    2012 to Present (Full time)

· Provide support to department.
· Manage all schedules, calendars, and meeting coordination.

· Screen telephone calls and visitors.

· Resolve routine to complex issues.
· Manage all employees Personal Files.
· Dispense all information to several department Administrative Team.
· Attend various meetings with Chairman.
· Coordinate the travel, monitor emails, answers incoming calls and meeting arrangements for the Chairman.

· Handle daily administrative tasks related to Chairman like maintaining several files and confidential files.

· Monitor and manage payments. (Credit Cards, Insurance etc.)
· Book hotels and other arrangements for Chairman and Director in overseas business promotions.

· Prepare all documentation for procurement of several visas for Chairman and Director for overseas business promotions.
· Manage all inventory and purchasing of department supplies and materials.

· Assist with, coordinated special projects (Group Tours, Special Events (Conference) Shore Excursions for worldwide Cruise).
· Maintain several databases related to Cruise Affairs.

· Assist with customer complaints and inquiries when appropriate.

· Provide and maintain reports and update databases of reports for future references and to develop the quality of services.

· Ensure compliance with Corporate Guidelines.
· Handle correspondence, Cruise projects.
· Handle the Guide Lecturers and maintain databases. 

· Act as a Hub Manager for Seaport during the Cruise Ship Calls.

· Manage despatches together with the Ship Shore Manager/staff at the Seaport.
· Assist accounts dept. by managing the Petty Cash. 
· Manage and solve basic It related issues in the Company.
· Attended World Travel Market 2015 Trade Fair in London 

.
.
.
Trainee Customer Care Assistant 
Tritel Services (Pvt) Ltd. (Colombo) 2008
· Using sound judgment to make the correct decisions.

· Delivering a first class, professional customer service.

· Resolving customer enquiries and complaints.

· Being the first point of contact with a customer.

· Providing a comprehensive information service to the public.
· Activate / deactivate phone line connections. 
· Ability to remain calm when dealing with emotional, difficult or distressed customers.

· Keeping administrative records up to date.

· Providing excellent customer service.

· Sales orientated.
· Update data bases.

· Data Entry. 
EDUCATIONAL QUALIFICATION
· Diploma in Airline Reservations, Marketing, Fares/Ticketing, GDS - AMADEUS, AIRPORT OPERATIONS & CARGO ( Travel & Tourism Course)
· English Teacher Training
(Pasdunrata National College of Education) Kalutara (2009 to 2010)

· English Teacher as Intern (2011-2012)
Royal College, Colombo   

· BTEC Diploma in ICT (IDM Campus)
· Successfully Completed Advanced Level 
