
GANGA 
CAREER OBJECTIVE
· To seek a challenging position in the field of Account, harnessing my hard earned skills and working experience to enhance the quality of life of mankind 

&

· To obtain a challenging position that allows me to continue the expanding of my knowledge and experience while giving maximum to the organization I work.

HIGHLIGHT
· Highly professional in dealing people

· Human skills to understand people interact and work with them

· Polite, courteous, and professional with all customers, colleagues, and supervisors

· Quick leaner and hardworking

· Ability to work under pressure , flexible and adaptable to change
· Self-motivated

PROFESSIONAL & ACCOUNTING SKILLS

· Good IT systems knowledge & be able to adapt to new procedures quickly.

· Good numerical & can work accurately within deadlines.
· Pro-active & able to multi-task.
· Ability to deal with large quantities of financial data.

· Credit management & analyzing financial data.
· Good keyboard skills.
· General office duties, answering phones, filing & distributing the post & office stationary maintain. 
· Handling incoming cash & posting it into the relevant bank accounts.

· Accurately processing customer invoices & credit notes.
PROFESSIONAL EXPERIENCE 
Position
              : Accounts Assistant

Duration

   : 2010/08/09 to 2014/05/21

Employer
              : “ (Pvt) Ltd.” - Colombo 10, Sri Lanka.

Duty & Responsibility:  Invoicing, Reporting Sales Performance, System data Entering (receipts, GRN, SRN, cheque returns, Inventory, stock transfer, bank deposits. Credit notes), Salary, EPF & ETF, Debtor & return cheque management, Sales cash handling (collection) ect.
Duration

: 2009/10/13 to 2010/02/10

Employer

: “Nicola Fashion Garment”- Ja-ela.

Position

: Clerk.

OTHER ACHIEVEMENTS   

· Computer Literacy 
· Followed a Course (Ms Office)in MDP Computer Training Institute - Sri Lanka.  

· Excellent knowledge in MS Office Packages (Word, Excel, Power Point, etc.) and operating Systems.
· Knowledge & Experience in Inter Net & e-mail Communication.

· I have some experience in Tally accounting system.  

EDUCATION QUALIFICATION

· G.C.E. Ordinary Level Examination – Sri Lanka (2004) 
· Index No. 44365012

Science

(A)

English            (B)

Sinhala

(A)

Commerce       (B)

Religion

(A)

Social Studies 
(C)

Mathematics          (C)

Art

(C)

· G.C.E. Advanced Level Examination - Sri Lanka (2007)

· Index No. 4425618

      Business Studies   
(A)

      Economics                        (B)

     Accounting                        (C)

                 General English
            (S)
LANGUAGES

· Singhalese (Mother Tongue)
· English                  
PERSONNEL DATA

        Date of birth    :  
 11th October 1988 
        Age

   :       28 years 

        Gender 
   :
 Female
        Marital status  :      Married   
        Nationality
   :      Sri Lankan

I hereby certify that all information above are true and correct to the best of my knowledge and belief.
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