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  GAYATHRI DIAS

   Receptionist/ Front Desk Officer
   VISIT VISA

  Summary

   A Professional receptionist/ front desk Officer with 2 year experience in Hospitality, well-mannered 

   Telephone skills and Customer service skills, looking for a challengeable job to apply my talents and 
   Work for the growth Of the Company.
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 Personal Contact Details
   Date of Birth: 15thof November, 1991

   Gender / marital status          : Female/Married
   Religion/country: Roman Catholic/Srilanka
   VISA STATUS             : VISIT VISA

Professional Profile
    Education
*2011 - 2013 followed the BA (Hons) Fashion Design programme in 

                                    Northumbria University, National Diploma
  *Special Training Hospitality and Marketing
   IT Proficiency

  Strong Working Knowledge in:
* Microsoft Office (MS Word, Power Point and Word Excel)

*Adobe Photoshop CC

*Adobe illustrator CC

Linguistic Skills

   1) English- Fluent           2) Hindi- Fluent          3) Sinhalese- Fluent
Professional work experience
DAILY JOB PROFILE 

*Managing the range of tasks including customer service, screening phone calls, booking meetings 
And leadership skills during the career span
   * Achieved a better knowledge of hospitality, maintain safe and tidy work Environment and add 
Ideas to improve skills
    *Producing great services and facilities to greet customers and provide them assistance 

 *Monitoring logbooks and issuing visitors badges (if necessary)

    *Utilizing company tools to diagnose opportunities and developing action plans to improve 
Performance
    *Entrepreneurial skills- passion for job, drive for Results, never ending continues improvement and 
Innovative approach 
    *Professional computer skills
*Leadership ability, Enthusiastic, high energy, process driven
    *Contributes effort towards the team to achieve better and successful results.
Worked for Companies below as.
*Receptionist/ Customer Service Officer
Colombo - August 2014 to November 2015
*Receptionist
Lassana Flora LTD (Professional fresh flowers company) - Colombo 

 October 2012 to April 2013
*Receptionist/ Sales Executive
Arpico Hypermarket - Colombo - May 2011 to October 2011
I, clarify the above mentioned information are true and accurate according to my concern

Thank you.
Reference available on request
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