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Personal Summary
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An outgoing, ambitious and confident individual, whose passion for the HR sector is equally matched with experience for the last three years as HR Executive and HR assistant. My main role was to provide HR support, guidance and service to all company staff. This work has not only thought how to translate corporate goals to HR programs, but also given extensive knowledge of HR administration, principles, practices and law.

I was representing the HR department and company in professional manner. Aside from administrative abilities, my pleasant manner also enables to communicate with HR staff and work closely with line managers and individual employees.

Right now I’m looking for an excellent career developmental opportunity with a company that has a culture which appreciates and rewards excellence.
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Career History
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Bischoff Gamma Lanka (Pvt) Ltd.
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HR Executive – (2014 December-2015 August)

· Assist the HR Manager in the full spectrum of Human Resource Management & related functions
· Ensure all required compliance are achieved including Health & safety in the company
· Developing, implementing, maintaining & reviewing of company policies, rules & regulations
· Coordinate with third party bodies such as Board of Investment, Labour Department etc….
· Guide HR Assistant with Executive & above staff recruitment process & conduct orientation program for new employees
· Generate 6 Months report for Employee Provident Fund (EPF) & Employee Trust Fund (ETF) &
Assist on employee’s claims from EPF & ETF

· Arrange employee’s Gratuity payments
· Attend employee’s grievance handling, oversee employees’ disciplines & Maintain employee relations
· Assist on conducting preliminary investigations, make statements & draft charge sheets/warning letters
· Appraise employee performance on annually, 3 months & 6 months
· Properly maintain and update HR inter department filing system
· Organize employee training programs & other functions
Health & Safety Officer (2014 May-2014 November)

· Ensure compliance with all current legislations, code of practice & relevant standards
· Serving as the first responder to & investigator of safety incidents
· Ensure equipments are properly installed & maintained
· Making regular site visits
· Arrange training programs
· Maintaining proper records
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Achievements

· Obtain five crowns for 5S implementation
· Implement the ISO 9001 Quality Management System
· Design emergency evacuation pathway
· Develop the fire safety in the organization
· Introduced Skill Matrix, Competency Matrix & General Training Plan
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CKT Apparel (pvt) ltd. (Hirdaramani Alliance Factory)
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HR Assistant (2009-2011)

· Assist with day to day operations of HR Department
· Maintain Employees information (Hard & Soft copy)
· Conduct orientation program for new employees
· Provide secretarial support
· Coordinate HR projects (training, meetings ect…)
· Assist in payroll preparation (Time Attendance)
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Bank of Ceylon


School leaver trainee for 3 months – (2006)
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Key skills & Competencies

· Handling confidential employee information in a professional manner
· Very good interpersonal skills with all level staff members
· Ability to take challengers
· Professional experience of more than 3 years in the field of Human Resource Management
· Leadership Skills, Communicational Skills & Computer Literacy
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Projects
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Implementing ISO 9001

Bischoff Gamma Lanka (Pvt) Ltd

Implement a Quality management system to enhance the customer satisfaction through the effective application of the system, continual improvement of the system
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and applicable statutory and regulatory requirements  HR Department

Implement Competency Matrix, Skill Matrix&Training Plan to provide a competent Human Resource for conformity to product requirement
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Implementing 5S System
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Bischoff Gamma Lanka (Pvt) Ltd
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Implement a 5S system at Bischoff Gamma Lanka (Pvt) Ltd to improve the quality of

[image: image15.jpg]


working environment.
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Impact on employee efficiency due to introducing a new style of garments (2012)

Advanced National Diploma in Human Resource Management (NIBM)

This project contains, how an organization impact due to making a change and how

Description

people react on it. Also how the organization overcome from problems regarding changes.
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Research on Welfare Administration (2009)

Advanced Certificate in Human resource Management (NIBM)

Through this research, I have gathered information regarding all the benefits that

Description

employees get apart from their salaries and come up with suggestions to develop the current welfare facilities.
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Professional Qualifications
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National Institute of Business Management - Sri Lanka



· Advanced National Diploma in Human Resource Management - (2011)



· Advanced Certificate in Human Resource Management – (2008)

· Foundation in Human Resource Management - (2007)

[image: image20.jpg]


Institute of Personal Management – Sri Lanka (2015)

· Workshop on Labour Law
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Cosmopolitan Learning Academy - Sri Lanka


· Applied Corporate Communication at the level of Intermediate -(2011)
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University of Colombo School of Computing - Sri Lanka


· Training course on Personal Computer Applications – (2006)
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British Council - Sri Lanka


· English course at the level of Pre intermediate with overall grade B

· English course at the level of Elementary 3 with the overall grade B
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Academic Qualifications


	
	G.C.E. (Advanced Level)
	2006 (Index No: 1320955)

	
	Accounting
	
	A

	
	Economics
	
	B

	
	Business Studies
	
	C



[image: image25.jpg]


Extra-Curricular Activities
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GM/ Yasodara Devi Girls School

· I have carried out duties as a savings officer at Hatton National Bank Student Savings Unit

· I was a Senior Prefect - (2005-2006)

· Member of the Saukyadhana Movement (First Aid)

· Member of ParisaraBhata Movement ( To Save Environment)

· I have participated in Swimming competitions representing school swimming team

· Participated in the Australian National Chemistry Quiz with a credit pass organized by the Royal Australian Chemical Institute (2003)
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Personal Information


	
	•  Date of Birth: 12th November 1987

	
	•
	Gender: Female

	
	
	
	

	
	
	
	

	•
	Nationality: Sri Lanka
	•
	Marital Status: Married

	
	
	
	

	•
	
	•  Visa Status: Long Term Visit (Valid until 21st

	
	
	
	May 2016)
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Education


• School: GM/ Yasodara Devi Girls School, Gampaha, Sri Lanka.


I do here by certify that the above information are true and correct to best of my knowledge and belief.

Date:

