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Harshani	





2008 – 2010 : University of Kelaniya, Sri Lanka�Higher Diploma in Library and Information Science (3 Years)�


2008 – 2012 : University of Kelaniya, Sri Lanka�Bachelor of Arts (3 Years)


	(Subject followed - Library Science, Mass Communication, Social Science)





ACADEMIC QUALIFICATIONS





CAREER HISTORY





Librarian/ Communication & Outreach Officer�Law & Society Trust �June 2012 to date (31/2 years)�Work duties:


Providing information, retrieval of reference materials to assist visitors and callers to the library �
�
Categorize (cataloguing and classification) and organization of available publications�
�
Maintaining the accession register�
�
Digitizing the data on publications using PURNA software�
�
Preparing indexes for the organizational publications�
�
Obtaining ISBN/ISSN and Bar Codes for Organizational publications


 Purchasing publications to maintain the collection of the library


Organising book sales for LST publications


Undertaking the formatting of all in-house publications


Developing and managing the LST blog (designed by me), Facebook and Twitter accounts


Managing the LST website





In addition to the above duties I have undertaken all the IT based works including designing posters, book covers, etc. �
�
�





MANAGEMENT ASSISTANT�Labour Department Co-operative Thrift & Credit Society Ltd. �December 2006 – May 2012�Work duties:


Maintaining Ledgers �
�
Updating and maintaining the cash book�
�
Maintaining and been the in charge of the Instant Loan System �
�
Preparing and updating the computerized accounting data bases �
�
Conducting internal audits�
�
Updating and maintaining all cash flow accounts
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TRAINEE COMPUTER OPERATOR�Library, Department of Labour �May 2006 – November 2006�Work duties:


Updating the library data base (PURNA data base)�
�
Typesetting letters and other official documents in both English and Sinhala languages�
�
Additional tasks undertook – Updating the accession register, preparing catalogue cards, operating the lending system & book shelving�
�
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PROFESSIONAL / PERSONAL SKILLS








As being the Librarian/ Communication and Outreach officer at LST for over 4 years I can undertake any operational tasks in the library system. Such as Cataloguing, Classification, Collection development, Data base management, etc.�
�
Acquired proficiency in selection policy, acquisition, processing - collection arrangement, registration, cataloguing (AACR 2), classification, shelving and user services under the supervision of the library of the Department of Labour.


Able to perform in technical IT tasks (Followed six months course in Information & Communication Technology in Korea-Sri Lanka vocational training centre and completed six months practical course of IT in the Department of Labour.)


Translating documents (English to Sinhala) – I have done several translations for Law & Society Trust.


Able to type in Sinhala.
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LEADERSHIP SKILLS





Treasurer at the school Commerce Association – St. Paul’s B.M.V., Kelaniya


Active member of the Seylan Bank students savings centre - (2004-2005)


Member of the school prefect badge – (Both junior & senior) 2002-2005


Sunday School Teacher – St. Francis Xavier Church, Sapugaskanda.�
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