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SHEHAN 
 (e) shehan.369884@2freemail.com 

15 + years of experience in Customer Service and Human Resources within Manufacturing, Hospitality and Service Sectors in Sri Lanka and Dubai.

Extensive Expertise in 
	· Staff Performance and Reward
	· Visa processing assistance

	· Employee Engagement activities 
	· Applicant Screening

	· Customer Services & Data filing
	· Background Checks

	· Administration duties of HR function
	· Cross Functional Collaboration


Skills and Expertise 

	· Recruitment & Selection 
	· Letter writing Skills

	· Customer Relationship Management
	· Clear Communication Skills

	· Labor Contract coordination 
	· Product Knowledge


WORK EXPERIENCE
N M K MANAGEMENT SERVICES (PVT) LTD (Sri Lanka)

N M K HOLDINGS (PVT) LTD – One of the largest refining & manufacturers of Edible Oil & related products in Sri Lanka, which has been in operation for over 30 years. 
Junior Executive Human Resources (01/01/2010 – 10/09/2014)
Human Resources Clerk (06/06/2005 to 31/12/2009)


KEY RESPONSIBILITIES:

· Calling and coordinating the interview process

· Preparation of staff letters of appointments

· Preparation of Confirmation, Promotion, Increment letters

· Preparation of Show Cause, Warning & Termination letters

· Preparation of various other letters for the Management

· Maintaining employee personnel files

· Preparation and submission of advertisement in the print media

· Handling all visa related matters of expatriates of the Company

· Coordinating with Travel Agents for ticket rates, quotations and booking of the expatriates of the Company

· Handling the vehicle handing over and taking over procedure of the Company employees

· Helping other Departments of the Company with regard to their correspondence work

· Management memorandum / correspondence with staff members to facilitate information relating to compensation / benefits & information relating to company operational procedures.
CELLFONO (PVT) LTD (Sri Lanka)
CELLFONO (PVT) LTD - Sri Lanka is a Value added Services Company in supply chain, aftermarket services and distribution. Works with Mobile network operators on B2B & B2C basis
Customer Care Executive (01/01/2004 to 06/06/2005
Sales Executive (01/12/2002 to 01/12/2003)

KEY RESPONSIBILITIES:

· Attending Sales Promotions Island-wide

· Customer Relations in-house and outdoor
DUBAI MARINE BEACH RESORT & SPA (Dubai, UAE)
DUBAI BEACH RESORT AND SPA - located at the beginning of the picturesque Jumeirah Beach Road and opened in 1989, this unique resort with sprawling gardens, landscapes, private sandy beach and twelve Food & Beverage outlets offers a truly memorable holiday experience and modern business facilities for the Business Travelers. Personalized care and attention to details allows a complete relaxation.
Restaurant Cashier (17/04/2000 to 17/05/2002)

KEY RESPONSIBILITIES:

· Cashiering duties of 07 Outlets in the Hotel

· Currency Exchange Work

D H L KEELLS (PVT) LTD (Sri Lanka)
D H L KEELLS (PVT) LTD Sri Lanka - is a Company engaged in the business of providing customized solutions for your mail and B2C parcels. maintaining one of the world's largest delivery networks on five continents.
Customer Service Assistant (01/09/1998 to 30/09/1999)
KEY RESPONSIBILITIES:
· Assisting “Walk-in” clients

· Documentation relating to courier

· Extending cash prices

· Attaining new clients

· Building up package business

· Maintaining relations with customers

· Handling the Head Office Counter (Glennie Street) & Fort Counter (Mackinnons Building) in Sri Lanka
· Promoting new Products launched in liaising with the Marketing Department

· Remittance of Cash

· In-charge of the cash flow for the counters handled

· Reception duties (i.e. answering the phone, assisting the clients and extending information relating to DHL’s core business)
EDUCATION & CREDENTIALS 

· Sat for the General Certificate of Education (1994), Dept. of Examinations National Evaluation Testing Service (Govt LK), 1994.
· Followed a course in Computer Studies in the areas of ‘D’ Base, Lotus & DOS for a period of 4 months at the National Institute of Business Management.

· Participated in a “Career Guidance & Life Education” Seminar organized by the College

· Completed the “Ticketing & Reservations” Course covering the principals and practices of ‘Selling International Air Travel’ at the International Airline Ticketing Academy of Sri Lanka

· Followed a Programming Course at National Institute of Information Technology.

PERSONAL PARTICULARS
· DOB:  12th December 1978 / Divorced.
· Visa Status: Sri Lankan with 03 Months Visit Visa of UAE 

· Driving License: Sri Lanka

· Referees: Available upon request
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