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PERSONAL DETAILS
NATIONALITY: Sri Lankan
DOB: 06th of May, 1987
LANGUAGES KNOWN:
English
Tamil
Sinhalese
Japanese
AREAS OF EXPERTS:
Training & Development
JD and JS Preparation
Recruitment & Selection
Counseling
Team Management

Rasangika 
Human Resources Executive
Available in the UAE on visit visa from 06th of July 2016 to 04th of August 2016
PERSONAL SUMMARY
A hardworking, conscientious and professional HR Executive with extensive knowledge of offering training & development, selection & recruitment and counseling abilities & conflict resolution strategies. Seeking for an important and challenging role as a Human Resources Professional in the UAE.
JOB PROFILE
· A HR Professional with expertise in recruiting and preparing JD and JS for employees and staff recruitment. 
· A disciplined team player with problem solving capabilities, communication skills and excellent interpersonal skills. 
· An effective trainer who has sound training, presentation skills and excellent computer literacy, in terms of MS word, Excel and PPT. 
· A counselor with the ability to work in a confidential setting and listen attentively to clients, ready to offer time, empathy and respect their feeling while understanding their feeling in different perspectives. 
· A Trade Supply Chain and customer service executive who has the ability of building rapport with business partners nationally & internationally in banking services in BPO sectors. (Based on previous experience as a banker). 
· A professional with ability in multi-tasking and time management. 
WORK EXPERIENCE
Academy – Human Resources Executive (From 1st of August 2014 to 28th of May 2016)
Responsibilities:
· Coordinate and implement full cycle of recruitment process. 
· Scheduling and conducting first Interviews. 
· Preparing JD and JS for lectures and staff recruitment. 
· Recruiting lecturers for different levels of respective programs. 
· Monitoring and recording staff attendance in attendance system. 
· Maintaining employees’ personal files. 
· Preparing official letters such as appointment letters, confirmation letter increment letter and service letter 
· Identifying the requirement of training for staff. 
· Developing criteria for induction program and conducting induction programs. 
· Actively involved in initiating and conducting training programs. 
· Providing counseling when a staff has issues in performance or any other aspects. 
· Handling staff queries on daily basis. 
· Handling monthly salary of employees. 
· Relationship Management with staff and management. 
HDPL - HSBC Group
Trade and Supply chain Executive (17th Nov 2011 to 1st April, 2014) Customer Service Executive (02nd April 2008 to 3rd July 2011)
Responsibilities:
· Letter of Credit Advising to beneficiary bank. 
· Letter of Credit and Non Letter of Credit Acceptance process. 
· Building rapport with overseas business partners (USA and UAE). 
· Providing on the job training for new candidates. 
· Opening savings Accounts United State Customers 
· Closing Saving Accounts for United States and United Arab Emirates Customers. 
· Maintenance of Current Accounts for United State customers. 
· Preparing Volume reports to the management. 
ACADEMIC QUALIFICATION
  Postgraduate in Human Resources Management  (Merit)
National School of business Management –NSBM-Sri Lanka
· Advanced Diploma in Counseling Psychology (Honor) 
American College of Higher Education 
  Diploma in Psychology  (Pass)
American College of Higher Education
· Neuro Linguistic Programming (NLP) Business Practitioner training 
Onefluencer 
· Japanese language courses- Level 01-(Nyumon 01) (Merit) 
Sasakawa Japanese language center 
· Advanced Level: Psychology (C ) English(C) Geography(C) 
London advanced level- Edexcel Examinations-(June 2007) 
PROFESSIONAL TRAINING
· Attending the workshop on Cognitive Behavior Therapy by King’s College, 
London, held at Samutthana in Colombo 03. 
· Attending the workshop on CBT for Anxiety by King’s College, London held at 
Samutthana Colombo 03. 
· “HR strategies for “Employee Engagement and Staff Retention” By Dr. Ajantha Dharmasiri Organized by JASTECA Institute of Management at Sasakawa Centre, Colombo 03. 
· Attending the workshop on “Suicidal prevention and Counseling”. 
SKILLS AND COMPETENCIES
· Enjoy learning new things on work place. 
· Capable of interpersonal and communication skills 
· Excellent skills in rapport building with national and international customers. 
· Working in determination and dedication. 
· Capable of working in groups and individually 
· Capable of handling different cultural people. 
· Capable of listening to individuals’ problems and empathizing. 
· Quick adaptability to new environment. 
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