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BUDDHIKA

Email: buddhika-397562@gulfjobseeker.com 
Summary

Enthusiastic, highly motivated, and good interpersonal skills, 20 years overall work experience in medium-sized and multi-national Organizations. I can work alone with minimal supervision, and proven ability to work consistently under high pressure.

Skill Highlights

	· Sales

· Customer outreach

· Staff supervision

· Documentation

· Customer service

· Cash management

· Data entry


	· Creating store processes

· Inventory management

· Administrative support

· MS Office

· Training

· Technical support

· Scheduling


Education

· BTEC Edexcel Level 5 HND in Computing at Icon College in London

· G.C.E. Advanced Level - 1999

· G.C.E. Ordinary Level – 1995

Languages

· English

· Sinhala

· Hindi/Tamil – Understanding

Experience

Showroom Manager - 10/2015 to 11/2019

· Supported staff and mentored in selling techniques and methods, helping the team to exceed sales goals.

· Collaborated with internal personnel and clientele to improve store operations and address concerns quickly.

· Mentored employees and instructed on the management of complicated sales, complex issues and difficult customers.

· Assisted with picking out such essentials for the showroom, which included light fixtures and flooring.

· Taught staff how to handle difficult situations with calm and professionalism.

· Connected with customers daily to understand needs, provide assistance and collect feedback to optimize operations.

· Maintained inventory accuracy by accurately counting stock-on-hand and reconciling discrepancies.

· Continuously audited store operations, slashing inventory shrinkage and reducing cash discrepancies.

· Reviewed sales reports to enhance sales performance and improve inventory management accuracy.

Cinnamon Lakeside Hotel – (www.cinnamonhotels.com)

Guest Service Executive (17th May 2012 –30th September 2015)

· Aligned staffing levels with projected hotel and guest needs.

· Supported VIP guests in a close and attentive manner and kept hotel staff apprised of specific needs.

· Oversaw and optimized performance and services in the lobby and guest lounge spaces.

· Managed all front desk operations for the busy high-volume hotel.

· Confirmed transactional data by verifying name and payment information and clearly communicating costs and fees to patrons.

· Managed customer complaints and rectified issues to complete satisfaction.

· Set and optimized employee schedules to secure the proper coverage for all shifts.

· Answered phones, responded to customer inquiries and transferred calls to appropriate staff members.

· Welcomed patrons to front desk and engaged in friendly conversations while conducting check-in process.

· Posted room charges such as food, liquor and telephone calls based on individual customer actions.

Co-operative Supermarket in the UK – (www.coop.co.uk)

Customer Team Member (23rd Dec 2009 – 31st Dec 2011)

Barking Hotel in the UK – (http://barkinghotel.com)

Guest Relation Officer (25th Nov 2009 – 05th April 2010)

Win-Stone Hotel School of Culinary Arts  – (www.thewinstonegroup.com)

IT Administrator (10th Feb 2009 to 10th Oct 2009)

Nissan Qatar & National Rent A Car  – (www.shalmana.com)

IT Administrator (19th April 2005 to 04th Jan 2008)

· Having an additional experience of Vehicle Fleet Supervising, Handling Customers, Day to Day Procedures of workshop & Services, Updating all the transaction to the computer system (ZIPDRIVE, RENTWORKS) etc; during the working period of National Rent a Car.

M.M. Organization Pvt Ltd & School Of Management & Information Technology

IT Administrator & Full-Time Lecture (From 10th Jan 2002 to 25th Mar 2005)

Lanka Global Online Pvt Ltd (Internet Service Provider)

Technical & Customer Support Executive (From 05th Jan 2001 to 15th Jan 2002)

Hunters & Company Pvt Ltd

Computer Operator (From 02nd Mar 2000 to 15th Dec 2000)

Technology Computer Training Institute (TCTI)

Computer Instructor (From 01st Aug 1999 to 30th Jan 2000)

Professional Qualifications

· Diploma in food preparation and culinary art (Practical) City & Guilds.


· Completed National Vocational Qualification - Level 3 with 3 A+.  


· Completed professional bakery course at Win-Stone School of Culinary Art.

· Participated in the workshop of First-Aid conducted by Dr Pushpa Ramya De Soyza.

· Participated in the workshop of Fire Fighting conducted by Mr Neville Harischandra.

· Completed a Diploma In Computer Studies at Technology Computer Training Institute.


· Completed a Computer Hardware Engineering Course at Raytronics Computer Institute.


· Completed Five days Course of Visual Basic at the Institute of Computer Technology. (ICT – University of Colombo)


· Followed a Basic Electronic Course at N.A.B.

I hereby declare that the details furnished above are true and correct to the best of my knowledge.
Buddhika


