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OBJECTIVE
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I am a highly motivated individual with a keen eye for detail. I consider myself to be an effective team player with good leadership skills and an analytical approach to problem solving. My experience includes Customer Service, Office Coordination & Administration, Purchasing and Production Planning. I am a confident personality open to face challenges and achieve both my personnel & professional goals.
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CORE SKILLS
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Customer Service and management, Project management, Production planning, Forecasting, Coordination, Negotiation, Administration, Communication, Decision making, Leadership, Analytical & Problem solving, Team work.
EMPLOYMENT HISTORY

	Dubai Metro, Dubai – U.A.E
	March 2011 – Present

	Operations Executive - Trains
	

	
	


· Responsible in safe and reliable delivery of world class customer train service. 
· Ensuring tactful and sensible management of issues as per process and work instruction in dealing with clients. 
· Handling train control and various operational staffs by following safety instructions and important communication with responsible personnel. Providing assistance during testing and mainline sweeping. 
· Directing emergency operations’ evacuation and handling resetting of emergency equipment. 
· Managing manual train operation as necessary; monitoring equipments and immediately reporting any faults or abnormalities. Facilitating automatic train operation re-setting due to failure or emergency equipment activation 
on train or stations. 
· Upholding awareness on integrated management systems and content of environment, quality, health and safety including information security policy statements. 
· Promoting HSQE and information security culture with colleagues, subcontractors and third parties 
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· Responsible for Cargo handling products (Pallet nets, Tie down straps, Thermal covers) for USA based Airlines. 
· Preparing weekly and monthly reports (Sales Forecast, Sales Analysis, Warehouse Stock Report, Corrective Actions, Competitor Analysis etc.,) for USA based Airlines. 
· Providing sales admin support to sister company in the United States of America which involves responding to customer queries on Products & Services, New Product Development & Customer Complaints. 
· Raising sales orders, works orders and maintenance of warehouse stocks in 05 key warehouse locations across the region. 
· Handling and planning of production by coordinating with internal departments such as Engineering, Quality, Costings & Purchasing to produce upto standards cost effective product. 
· Monitoring up to dispatch point & invoicing of orders that were being manufactured in the Sri Lankan factory and US bases warehouses. 
· Assisting and monitoring continues improvement programmes and taking necessary steps to achieve them. 
· Liaising with shipping department to maintain 100% on time delivery target to customer doorstep. 
	
	3M Lanka (Pvt) Ltd - Sri Lanka
	
	
	

	
	Customer Service Executive
	
	
	

	
	
	
	
	


· Key contact person of the Customer Service for the Telecom Access, Commercial Graphics & Traffic & Safety System Divisions. 
· Handling all Imports & Exports providing necessary documentations for the respective divisions dealing with clearing agents & customs officers. 
· Coordinating with the head office in the USA for placing orders for the responsible divisions & liaising with other subsidiaries in Germany, China, etc. for shipment updates. 
· Tracking shipments from the point of placing the order with SOS up until delivery to the customer. 
· Dealing with L/C related documents for the payments such as tenders & etc., and providing necessary documentations. 
· Handling walk-in customers. 
· Escalating issues with necessary evidence to maintain a higher service level. 
	
	Suntel Ltd - Sri Lanka
	
	
	

	
	Customer Service Executive
	
	
	

	
	
	
	
	


· Welcomes and connects with every customer. 
· Providing Customers with accurate information on service packages and tariff plans. 
· Mapping out customer solutions in keeping with their requirements & maintaining a 98% service level. 
· Solving customer issues within 24 hrs in coordination with the field operations team. 
· Coordinating and dispatching a special field operation team to attend for faults and rectify within 02 hours for high-end VIP customers. 
· Promoting additional features for existing customers and enlarging the database. 
· Handling Billing, Back Office & Telemarketing related functions. 
ACADEMIC QUALIFICATIONS
· General Certificate of Education – Advanced Level 
· General Certificate of Education – Ordinary Level 

PROFESSIONAL QUALIFICATIONS

· ACCPAC Advantage Series Operational Modules on Inventory control conducted by ZILLIONe Systems Solutions (Pvt) Ltd, Sri Lanka 
· Skills Development Examination for Customer Service conducted by M/s. Suntel Ltd, Sri Lanka 
· Software Diploma in Computer Studies conducted by National Youth Service Council (N.Y.S.C), Sri Lanka 
OTHER ACTIVITIES & INTERESTS

· Professional Kandian (Classical) Dancer & Choreographer. 
· Professional Kandian dancing drummer. 
· Athlete in school level and holds the all round champion trophy in 1998. 
· Secretary of the schools Bodybuilding team. 
PERSONAL DETAILS


Date of Birth
Nationality
Religion
Marital Status


20th  June 1982
Sri Lankan
Buddhist
Married
