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Personal Details
DOB: 05-Dec-1980
Nationality: Sri Lankan
Sex : Male 

Status: Married

Religion: Islam

Visa Status: Visit 

Address:
22nd Street

Hor Al Hnz

Dubai

Strengths/Skills

· Strong inter- personal and communication skills
· Good presentation skills

· Excellent interpersonal skills

· Flair for customer service
· Ability to easily understand new concepts with minimum refractory time

· High adaptability

· Perseverance and Integrity to Work

· Objectivity

· Innovative thinking

Languages Known

· English

· Sinhala

· Tamil

· Hindi

· Malayalam

· Arabic Reading & Fair Speaking

	  Abridge

I am a highly experienced professional with core expertise in financial services, back office operations, branch operations, teller functions, cash management and customer service. Have more than 11 years of progressive work exposure in leading exchange house. Achieved competency in dealing with foreign currency transactions, balancing daily cash, satisfying customer needs, maintaining smooth branch operations and accomplishing assigned tasks, set targets and company business goals. Looking for a challenging post that would utilize my strength and extensive experience.
Career Graph

                                                                        2008 Jan– 2014 Jan (6Years)
Centre LLC- Fujairah Main Br -UAE

Position – Supervisor  (Cash and Branch Operations)
Job Profile

Supervisor /  Head Cashier 
· Monitoring cash handling of all cashiers

· Corporate business handling adhere to corporate business policy

· Ensure compliance with internal guidelines related to insurance

· Monitoring the security aspects and internal controls

· Monitoring cash stock and funding cash or currencies

· Ensuring KYC formalities 
· Ensuring strict compliance of AML policies given by the company

· Monitoring the rate margins to comply with the forex rate to ensure the profit of the company. 

· WPS Salary disbursal with smart pay system to various other company employees. ...

· Collecting cash from other cashiers and preparing for funding 

· Funding bulk amount of AED and FC 
· Assisting and training other cashiers in all activities related to cash acceptance operations. 

Customer Service Officer / Counter Staff 
· Having good relationship with all individual and corporate customers 

· Talked with customers to understand and trouble shoot problems

· Monitored operations to identify any future problems or misunderstandings

· Successfully handled complaints from customers, which resulted in continued patronage.

· Back Office: Shift closing and generating reports and filing etc.

 Remittance Operations Dept- Back Office -Abu Dhabi (1Year)
· Verifying and Clearing the Inward remittance transactions (swift and file transfers)

· Ensured the all the enquiries are promptly followed up and resolved at the earliest to the best satisfaction of agents/ customers.

· Verifying all bank transactions for AML purpose.

· Coordinating with Liaison Officers (India, Sri Lanka, Bangladesh, Pakistan, Philippine, Indonesia and China) for any critical branch enquiries.

· Conducting training programs for new staff regarding remittance operations.                                                                                             

                                     Dece 2002-Jan 2008(5Years)
Centre LLC – Sri Lanka Liaison Office

Position – Admin Officer
· Handled remittance enquiries and NRE a/c opening with all corresponding banks in Sri Lanka

· Printing bank drafts and verifying bank a/c details.

· Coordinating all IT issues with Head office IT dept Abu Dhabi.

· Assisting office administration.
· Handled bank reconciliation statement coordinating with banks and Accounts Dept.
                                                                    Nov 2000-April 2002
ORG - Marg Smart Company (Pvt) Ltd (Marketing Research - Media Unite) - Sri Lanka 
Position – Data Entry Operator
· Monitoring and entering all TV, Radio and Press media advertisement

Education

Finished the first Year Examination in Business Administration (External Degree B.sc)
Sri Jeywardana Pura University Sri Lanka   (Business Management, Marketing Management, Economics, Accounting, Business Law, Mathematics)
Successfully Completed Advance Level August 1999
Mandeena National School - Siyambalagaskotuwa (Commerce,Economics, Accounting & Islam)
Successfully Completed Ordinary  Level December 1996
Kalawewa Muslim Central College

(1 Distinctions and 6 Credits)
Successfully Completed Dip In Computer Software
British Institute of Computer Technology-Colombo
Followed Islamic Banking & Finance course (CeIB) 

IIIBF –India 
Successfully Completed Computer Data Entry Course (Typing Speed 45 Wpm) 

Melbourne Computer Academy – Panadura
Training or Awards
Attended Cashiers, Customer care, Allied product training programmes conducted by the UAE Exchange and awarded a certificate on successful completion of the programme.
Computer Literacy

Well experienced with Windows Environment and MS Office Application (Ms word, Excel, Power Point) Tools, Operating System (Windows 95,98,2000 professional, XP and Vista). Learned computer networking with internet and e-mailing tools. 

	
	Extra Curricular activities

· Represent the College foot ball  team  in 1998/1999
· Played for Inter house Soccer team and Cricket team

· Member of  the  Islamic Student  Society




