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Sandeepa

Human Resource Executive (Available to join immediately)
BSc. Human Resource Management Special Degree
Phone         : +971505657275
E-mail        : sandeepa-405603@2freemail.com 
Location     : Discovery Garden, Dubai

A degree qualified and accomplished HR professional, highly dynamic and trustworthy personality with leadership, supervision, administrative and interpersonal skills. Hands-on experience in reputed organizations and intend to deal in all human resource management functions while being flexible and professionally growing.
WORK EXPERIENCE (04+ YEARS)
Human Resource Executive in Sun Technologies Panadura Sri Lanka (June 2021 – Present)
· Conducted end-to-end recruitment and successfully hired new employees, ensuring a talented and diverse workforce.

· Organized and conducted comprehensive induction programs, facilitating seamless onboarding for new team members.

· Efficiently managed attendance records and leave tracking, ensuring accurate payroll processing.

· Processed invoices related to payroll, maintaining financial accuracy and compliance.

· Audit personal files for identified errors and update personal files 
· Utilized HRIS to generate criticall illness bills, general checkup bills, vaccination bills ,spectacle bills, maintaining precise records for the HR team and management.

· Conducted performance appraisal exercises, providing valuable feedback to employees and contributing to talent development.

Human Resource and Administration Assistant in Centra Industries PLC Colombo Sri Lanka (December 2019 – May 2021)
· Arranged company events, meetings, training programs, health and safety awareness programs for fostering a safe and conducive work environment.

· Identified hiring needs and developed robust recruitment strategies, resulting in hiring top talent for the organization.

· Managed employee records and issued employment letters.

· Cordinate employee benefits to assist the  payroll processing system.

· Updated and managed Human Resource Information System –hSenidBiz.

· Prepared and present HR Metrics Dashboard regarding overtime budget, Absense rate, leave summary  for managemet review.

· Confirmed and generated all required reports where generated by HRIS .
· Prepared and handled employee medical claim system.
Human Resource Intern in Sri Lanka Telecom LC Colombo Sri Lanka (January 2019 - July 2019)
· Maintained and updated employees’ medical  personal files.
· Updated job descriptions, job specifications, relevant documents to the employee personal files
· Entered and updated employees’ information to Human Resource Information System

· Prepared employees’ welfare benefits of Hospital payments and updated Oracle HR system 
· Maintained accurate and up-to-date personal files and official letters, ensuring compliance with company policies and legal regulations.

ACADEMIC QUALIFICATIONS 
· Bachelor of Science in Human Resource Management special degree in University of Sri Jayewardenepura , Sri Lanka – with Second Class Upper division 
PROFESIONAL QUALIFICATIONS 

· Diploma in Counselling Psychology in Mental Health Foundation Colombo, Sri Lanka

· Successfully completed the AAT final examination in the Association of  Accounting Technicians of Sri Lanka
· Successfully completed the course of instruction in first aid and passed the proficiency examination in St. John Ambulance Association of Sri Lanka
PROFESIONAL SKILLS

· Mastery of Microsoft Office suite ( Excel, Word, PowerPoint)
· Professional use of HRIS, Oracle HR system
· Excellent interpersonal communication and negotiation skills.
· Ability to work independently and with minimal supervision.
· Extensive experience in preparation and handling of documentation.  
LANGUAGE COMPETENCIES

English: Professional
                                               Sinhalese: Native Language
REFERENCE 
Mr. Anup P Bhatia, HR Consultant, Arabian Job Seeker +971504753686 

