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MARITAL STATUS
:
Married/Female

NATIONALITY

:
Sri Lankan

VISA STATUS

:
Husband’s visa

	


OBJECTIVE

· Seeking new challenges in  create a new wave of efficiency to your company along with my experience for smooth operational management and ensuring all are met over expectations.
KEY SKILLS

· Excellent Organization Skills & Team Building. 

· Customer Service Oriented & Reception Front Desk handling. 

· Achievements in finalizing and filling of all secretarial work through an action Oriented and positive style both individually and collectively as a team.

· Developing coordination in the office environment and ensuring a high standard.

· Provision of management information through a well organized filling system etc.

· Team Player & Cooperative.

· Computer Proficiency in MS Office.

· Additional Spoken Languages (Sinhalese) 

CAREER PROGRESSION

SUPER KIDS NURSERY/DAYCARE –(Mirdif, Dubai)

LALAN MANAGEMENT SERVICES RUBBERS (PVT) LTD –Sri Lanka 

(Exports Rubber Gloves to Europe ,Asian Countries, and Scandinavians as well)

Secretary to the Chairman and Finance Director from 15th July 2008 to 30th December 2009. 
· Setting up appointments & meetings for Senior Management 
· Following up on appointments concluded 

· Generating reports, letters, invoices and filing, checking daily emails, updating the Chairman’s Diary, answering of telephone calls, dispatch mails, greeting visitors.
· Handled Stationary 
· Sending invoices to customers by help with finance department, maintain record of customer payments and inform the finance department of due payment. 
· Also handled the Reception alone for about 3 ½ months due to unavailability of a Receptionist as well as the lunch break for the Receptionist 

· Dispatch of inbound and outbound mail/courier 
MIRAGE ENTERPRISES (PVT) LTD - Sri Lanka 

Secretary cum Receptionist from July 2007 to June 2008. 

· Answering of telephone relay messages to relevant personnel  

· Handled routine correspondence such as Leave Records, Personal Files, 

· Generating Invoices Documents, organize Overseas Travel Documents arrange Tickets and Visas of Directors (also have experience in getting done the visa renewal even in an overseas countries which we don’t have embassies in Sri Lanka).

· Generating reports, letters, invoices and filing  

PENGUIN SPORTSWEAR (PVT) LTD-Rajagiriya - Sri Lanka 

(Exports Garments to US , Canada, Italy, France, Singapore) 

Secretary to the Group Finance Director from November 2005 to May 2007.

· Handled routine correspondence such as Leave Records, Personal Files of (Executives and non Executives) Overseas Travel Documents and arranging Tcs’ of Directors and Executives, 

· Prepare Bank Mandate when necessary.

· Arranging Bank Resolutions with Company Secretary and submitting for signatures of Directors.

·  Prepare Employee’s “B” Card Forms (Directors, Executives and non Executives) and submitting to the Employee’s Trust Fund Department. 

· Setting up appointments & sales meetings for Senior Management 
· Answering of telephone.

· Editing and generating reports, letters, invoices and filing, 

· Involved with preparing generating binding Management Accounts 

·  Dispatch of inbound and outbound mail/courier  

IBM WORLD TRADE CORPORATION Colombo 02 –Sri Lanka 

Administrative Sales Assistant from May 2005 to October 2005. (On contract basis)

· Receive and logging calls and guide appropriate Engineers to attend to Customer visit 
· Maintaining log book for all meeting rooms 
· Receive and guide all visitors 
· Generate Letters
· Attend to Renewal of Customer Service Agreements (Server services, Machines etc.)    
MACKAIR (PVT) LTD-Colombo 01-Sri Lanka. 

(Member of John Keels Holdings) 

Secretary from January 2005 to April 2005. (On contract basis)

· Handled correspondence, which includes generate memos, invoices, letters, reports etc.

· Maintaining all relevant files.

· Maintaining Non-executives leave records

· Answering of telephone relay messages to relevant personnel  

VANIK INCORPORATION LIMITED-Colombo 02-Sri Lanka. 

Secretary cum Telephone Operator from March 2002 to July 2002. (On casual basis)

· Generating reports, letters, invoices and filing, answering telephone calls, dispatch mails, greeting visitors.
· Handled Stationary 
· Answering of telephone relay messages to relevant personnel  

D.L and F DE SARAM-Colombo 7 - Sri Lanka  

(Attorney and Notary Public – Legal Firm)

Secretary cum Computer Operator from April 1994 to October 2001. 

· Preparing Attestations to Deeds, preparing Affidavits, Editing and Turning out Deeds, Agreements and other Legal documents 

· Maintaining Deed Register, attending to and preparing monthly lists, weekly lists and sending same to relevant Land Registries 

· Handle correspondence and all other clerical work. 

· Setting up appointments & meetings for Partners, Senior Lawyers and assistant Lawyers
· Following up on appointments concluded 

· Answering of telephone relay messages to relevant personnel  

M/s. AVASHIRAI (PVT) LIMITED – COLOMBO 04 – Sri Lanka. 

Secretary from August 1992 to July 1993 

· Handled all the secretarial works.

PROFESSIONAL QUALIFICATIONS 

Followed a Computer Course at “Sarvodaya Management Training Institute” –   Ratmalana Sri Lanka.   In 1992

Course Contents:

· MS Word

· MS Excel

· Word Perfect Ver. 6.0 And 5.1

· English Typewriting

-
40 wpm

· Sinhala Typewriting

-
20 wpm

· (Followed a Course in Company Secretarial Practice at The Chartered Institute of Management Accountants Sri Lanka Division – in collaboration with the Institute of Chartered Secretaries And Administrators in Sri Lanka. In July 2006).

· Followed a Confidential Secretaries Course at the Polytechnic Limited Colombo 06 Sri Lanka. In February 2001

Course Contents:

· Secretarial Responsibilities

· Public Relations

· Telephone Techniques

· Organization You and Your Management

· Effective Living And Good Grooming

· Key Features Of A Good Filing System

· Communication Skills

· Microsoft Word

· Completed a six months Course in Apparels Cutting & Markering at the Bumala Tech Institute, Giriulla Sri Lanka. In October 1993

· Completed the Merchandising Course at the Clothing Industry Training Institute, Ratmalana Sri Lanka. In February 1998

Course Contents:

· Costing

· Thread Consumption

· Fabric Consumption

· Completed the Textile Technology Course at the University Of Moratuwa Sri Lanka. In October 1997

Course Contents:

· Spinning Technology

· Weaving Technology

· Knitting Technology

· Coloration & Finishing Technology

· Testing & Quality Control

· Fabric Structure 

· Competent in handling Office equipments, such as operations of Fax Machines, E-Mail, Internet browsing, and Electronic typewriters

EDUCATIONAL QUALIFICATIONS 

Passed GCE O/L – School Name - Ananda Balika School – Colombo – 10  - Sri Lanka

ADDITIONAL INFORMATION & INTEREST

Won the (Participation Award) Dress Designing competition, which was held by Veytex Limited., Sri Lanka. In 1993
Participated in many School sports activities such as Netball, Field and Track Events
School House Captained Ananda Balika School 
Participated in many Inter-School Art Competitions and 

Winner of School art competitions
Swimming  
Listening to Music 
