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CURRICULUM VITAE OF UDYANI THILAKARATHNE








Mobile
: +9710557617347












Email
: udyathii@yahoo.com

 CAREER OBJECTIVE

Seeking new challenges, which effectively utilize my abilities, which would in turns, enhance my carrier. To gain first hand knowledge and experience, using my analytical skill and commitment to perform quality work. Eager to work in a company with strong executive leadership focused on providing the highest quality service in it business. Team atmosphere where contributors are rewarded with increasing level of responsibility.

 PROFILE

- Completed Three years of working experience as a Computer Operator & Document Clerk in Sri Lanka.
- Proficiency in Windows XP working environment.

- Excellent working experience with Ms Office (Word/ Excel / PowerPoint).
- Ability to handle Reports, Letters, Statements & all Computer Data Activities.
- Hand on experience with Email & Internet.

- A good team worker with excellent interpersonal relationships.

- Willingness to accept responsibility.

- Decision making skills and experience in working under pressurized environment.
 PROFESSIONAL EXPERIENCE

· Company
 : Nuwani Construction (Pvt) Ltd – Sri Lanka.
Designation
 : Computer Operator.

Duration
 : 12th April 2005 to 16th May 2007.
Job Responsibilities 

· Handle the Secretarial works including Data entry activities
· Preparation EPF & ETF Statements, Letters, Statements 
· Preparation invoices and Weather reports

· Handle the Bank Statements & preparation of Bill of Quantities  
· Company
 : Athukorala Agencies – Sri Lanka.

Designation
 : Computer Operator & Document Clerk.


Duration
 : 28th August 2003 to 31st May 2004.
Job Responsibilities 

· Data Entering activities

· Preparation Stock reports

· Maintaining Administration activities


· Company
 : Dikson Industries – Sri Lanka.

Designation
 : Computer Operator & Document Clerk.


Duration
 : 14th January 2002 to 02nd February 2003.
Job Responsibilities 

· Data Entering activities

· Preparation Statements

 PROFESSIONAL QUALIFICATIONS
· Diploma in Computer Based Accountancy & E commerce at Tec Sri Lanka in Sri Lanka - 2000/01.
Windows XP environment

Ms Word
Ms Excel

Ms Power Point

Dac Easy Accounting

Visual Basic

Email & internet

· Faculty of Engineering Technology – The Open University of Sri Lanka – 2001.
Certificate of Computer Awareness Programme

 ACADEMIC QUALIFICATIONS
· Completed G.C.E (A/L) Examination (Commerce) in 2000 at Sangamitta College, Galle – Sri Lanka.

· Completed G.C.E (O/L) Examination in 1996 at Sangamitta College, Galle – Sri Lanka.

· Followed four months Aquinas Higher English Course at Southern Technical Institute – Sri Lanka.
 SOCIAL & EXTRA CURRICULAR ACTIVITIES

· Committee Member of the School Health Society

· Member of the School Information Technology Club 

· Member of Library association 


 PERSONAL DETAILS

Name in full


:  Udyani Thilakarathne.

Private Address


:  No 97, Simplicity, Bataganwilla, Galle, Sri Lanka.

Contact Number

:  0557617347
Date of Birth


:  19th March 1980.

Marital State


:  Married.

Nationality


:  Sri Lankan.

Sex



:  Female.

Passport No


:  840100.
Visa Status


:  Husband’s  Visa
School Attended

:  Sangamitta College – Galle – Sri Lanka.
 I look forward to receiving your response expressing your interest soon and would appreciate an opportunity to meet you to discuss how my experience will best meet your needs.
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