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Dear Sir,

Sub:  Application for Office Assistant 

I wish to express to my desire in applying for the Suitable Position in your Company. I will be much appreciated if you can give me an opportunity to myself and tender my service with you.

Please find enclosed herewith a copy of my Curriculum vitae for kind perusal and would be thankful to receive your response.

Thanking You,

Yours Faithfully,

         Madushan.371081@2freemail.com
PERSONAL DETAILS

Name In Full

:

Visa Status 

:
Visit Visa ( 3 months )
Age 


:
34 Years

Civil Status 

:
Married 

Nationality 

:
Sri Lankan

Sex 


:
Male  


EDUCATIONAL QUALIFICATIONS 

· G.C.E. (Ordinary Level) Examination in 1999 Pilapitiya Maha Vidyalaya. Kelaniya
· Successfully completed a diploma in computer studies (Conducted by computer Educational center – Kesbawa Educational Foundation)

· Successfully completed a Book Binding and finishing course (Sri Lanka Institute of printing)

· Successfully completed a Vocational English course (Ministry of tertiary education and training Sri Lanka)

· Successfully completed a Offset printing course (Conducted by national apprentice & industrial training authority)

· Following a Computer – Programming course in Technical Educational Institute Colombo – 10

· Following a Hotel Housekeeping Course in Asia Lanka International Hotel School 215, High level Road, Nugegoda, Sri Lanka 

WORKING EXPERIENCE 

· Past Employer at Sweett Group International Limited Sri Lanka as an Administrative Assistant.
June 2016 to Oct 2016
Duties

· Prepare overtime sheet for the payroll submission on monthly basis

· Keep records of staff absences including annual leave, sickness absence and casual leave

· Ensure annual and casual leaves record for employees is up to date and accurate

· Manage sickness absence record

· Organize venues, equipment, room set up and catering for learning, development and training
  activities for all Professional training as and when required 

· Review and file office documentation

· Provide administrative and clerical support to employees

· Manage Petty Cash, including month end reconciliation under supervision of Line Manager

· Ensure monthly office purchases under supervision of Line Manager

· Liaise with the Regional Finance Department to raise cheque requests

· Order and maintain stationery and office equipment including repairs as and when required

· Receive, direct and relay telephone messages and fax messages

· Arrange travel reservations, transport, conferences and meetings for office personnel

· Assist the Sri Lanka Cost Consultancy team with any administration / document control tasks as  

    Required
· Demonstrate an established and experienced level of competency in skill area and within job role

· Ensure that the Sweett Group ethical policy and the anti-bribery policy are strictly adhered to
· Past Employer at Sweett Group International Limited Dubai as an Assistant document controller in site base

From 2016 March to 2016 May.
Duties

· Collect and maintain all documents to arrange an organised filing system

· Maintain a computer database of all filed documentation

· Perform clerical typing duties to generate documents as necessary

· Imputing all documents on Microsoft Excel

· Filing

· Daily file management


· Past Employer at Sweett Group International Limited Dubai as an Office Assistant. 
From 2013 January to 2016 February.
Duties
· Spot-checks office facilities.

· Maintain an inventory of stationery and other office supplies/consumables.

· Assist team on document archiving, binding, photocopying and scanning requirements.

· Report and request to the building management any facilities repair requirement.

· Ensure the office is equipped to operate smoothly by ensuring supplies are provided.

· Distribution of mail/post, projects document and correspondence and or any deliveries within the
       Offices.

· On occasion where the driver is not available and the submission/collection of document is near
       The office may be required to assist the team especially if the requirement is urgent.

· Prepare a schedule of daily tasks for the cleaner and supervise the completion of daily tasks.

· Scan all received invoices and send it to Finance.

· Worked as a Room Attended in Ramada Jumeirah Hotel Dubai form 2011 March to 2013 January.
· Worked as a Printing coordinator in Nimthara Printers Kelaniya from 2008 June to 2011 February 
          Sri Lanka.
· Worked as a Room Attended in Intercontinental Hotel Dubai Festival City in 2006 .
· Experience in Computer Type Setting, Photocopy, book binding, super Fax Machines, Offset

      Printing, polar cutting at alcohol and drug information center (ADIC) Sri Lanka.


EXTRA CURRICULAR ACTIVITIES 

· A Grade prefect in Grade 11 in Pilapitiya College, Kelaniya. 

· Head Prefect in Sri Sambodhi Dhaham School in 2000.

· A Teacher in Sri Sambodhi Dhaham School from 2001 to 2009.

· President of Sri Kalyani Buddha Rashmi Padanama from 2006 to 2008
     (A youth organization engaged in Social services.)

· Vice President of Kelaniya Branch, Sri Lanka Saukyadhana Movement.

            (A youth Based Organization engaged aiding patients & counseling)
NON RELATED REFERENCE
