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S K I L L S

Excellent Interpersonal Skills

Brilliant Team Player

Proficient in the use of Microso�
Office Applica�ons

Ability to work under pressure

Computer Literate

Trustworthy and Reliable

Leadership Skills

P E R S O N A L
D E T A I L S

Date of birth

  1st October 1997  

Na�onality

  Sri Lankan  

Marital status

  Single  

A B O U T  M E

Self mo�vated, hard working person with good public rela�on skills and
good communica�on with wri�ng ability, and able to work own ini�a�ves
and as a part of a team. Dedicated individual with posi�ve a�tude and
desire to develop and grow while fully u�lizing my knowledge, learnings
and skills to secure a responsible career opportunity while making a
significant contribu�on to the success of the company.

W O R K  E X P E R I E N C E

S U B C O N T R A C T O R  S P E C I A L I S T  |  M A Y  2 0 2 1  -  P R E S E N T

I N S P E C T I O N  E X P E R T  I N C ,  U S A  ( R E M O T E )

• Iden�fies Strategies and opportuni�es to reduce cost, improve efficiency and manage
risk through strategic and targeted nego�a�ons with contractors.

• Analyzes requirements, recommends revisions to the statement of work or
specifica�ons as necessary, and decides on the type of contract and procurement plan.

• Prepares solicita�on documents. Solicits quotes or proposals from prospec�ve
contractors prior execu�on.

• Performs wri�en cost or price analysis, including evalua�ng costs to detemine
reasonableness.

• Coordinates the technical evalua�on to determine acceptability of technical proposals.

• Evaluates contractor's financial, technical and performance capabili�es.

• Conducts vendor capability surveys and maintains approved vendor source files.

• Compliance with contract requirements and Inspec�on Expert, Inc policies and
procedures, including rules of conduct.

• Complying with established acquisi�on policy and procedures.

• Provide guidance on subcontract management ma�ers to site leadership and home
office personnel.

• Prepare and present internal and external subcontract management presenta�ons.

• Development and implementa�on of processes as required.

S A L E S  E X E C U T I V E  |  O C T  2 0 2 1  -  P R E S E N T

F I N F A X  F I N A N C E  B R O K E R S ,  D U B A I

• Carry out analysis of sales report and customer survey in order to iden�fy and set sales
targets/ objec�ves.

• Conduct market survey to remain up-to-date on industry trends and market ac�vi�es
and present the reports to the team daily.

• Determine the various products and offer the same according to the client needs.

• Maintain good client rela�onship to promote sales as well as establish customer base.

• Prepare periodic sales reports as well as maintain record of sales.

• Strike a balance between an organiza�on and its customers to ensure profits of
company and sa�sfac�on of customer.

• Ensure all marke�ng ini�a�ves and incen�ve campaigns are clearly advised to the
customers.

• Create frequent reviews and reports with sales and financial data.

• Nego�ate/close deals and handle complaints or objec�ons.

• Gather feedback from customers or prospects and share with internal teams.

• Maintaining the MIS and analysing reports on performance weekly / monthly.

• A�ending mee�ngs and presen�ng the sales reports to the management.

• Connec�ng with the suppor�ng departments as and when required to run the process
smoothly and efficiently.

• Organizing and priori�zing daily tasks as required.

• Adhering and complying with rules, regula�ons and company policies & procedures
while carrying out all financial ac�vi�es.

S T U D E N T  C O U N S E L O R  /  M A R K E T I N G  A S S I S T A N T /  V I S A  O F F I C E R  |  J A N

2 0 2 0  -  F E B  2 0 2 1

3 W  G L O B A L  E D U C A T I O N ,  S R I  L A N K A

Student Counselor

• Advising poten�al students with their academic development and career growth.

• Assis�ng and advising students on applica�on procedures, Visa applica�ons applying for
accommoda�on while promo�ng overseas educa�on.

• Working directly with students to develop solu�ons and set achievable goals while
resolving conflicts.

• Providing one-on-one career guidance and skills assessment to assist with career
development.

• Developing, monitoring and assis�ng with counseling programs.

Marke�ng Assistant

• Penetrated new segments through the use of strategic marke�ng ini�a�ves.

• Performed thorough market research and compe��ve analysis to understand and
effec�vely communicate product value proposi�on.

• Communicated value and posi�on to sales team and developed tools to support selling
process.

• Drove marke�ng ini�a�ves to increase product visibility and market performance.

• Offered pricing and feature recommenda�ons to management and cross-func�onal
teams.

• Researched compe��ve solu�ons and maintained compe��ve market comparisons and
evalua�ons.

Visa Officer

• Examining, assessing, issuance of visas as per exis�ng government regula�ons.

• Track applica�ons, including emergencies or high profile cases.

• Exercises discre�on and high degree of professional responsibility in handling
confiden�al/ sensi�ve applicant informa�on and documenta�on.

• Keeps fluent interac�on with the Visa Unit staff providing advice, recommenda�ons and
feedback on visa opera�ons, as appropriate, to establish state of-the-art daily visa
processing of students.

• Performed other du�es as needed.

S A L E S  &  S E R V I C E  C O O R D I N A T O R  /  B A N K I N G  A S S I S T A N T  -  O P E R A T I O N S

A N D  L I A B I L I T I E S  |  F E B  2 0 1 7  -  S E P  2 0 1 9

S T A N D A R D  C H A R T E R E D  B A N K ,  S R I  L A N K A

Sales & Service Coordinator (Sep 2017 - Sep 2019)

• Checking the accuracy and submission of credit card, Loan and Accounts applica�ons to
the system while coordina�ng with the suppor�ng departments.

• Plan daily/weekly/monthly sales ac�vi�es to achieve the monthly lodgment and
approval targets.

• Processing clients Loan on Card, Easy pay and Balance transfer facili�es.

• Checking CDD before onboarding the client.

• Iden�fying poten�al risks / fraud and escala�ng to the relevant teams for further
inves�ga�ons.

• Managing online credit card customers.

• Maintaining the department MIS.

• Maintenance of vendor payments, archival and sta�onery stock of unit.

• Performing unit health checks.

• Maintenance of processing of bonus points / flysmiles and other promo�ons offered by
the bank to customers.

• Call monitoring for quality of staff members conversa�ons with clients.

• Maintenance of leavers and joiners’ checklists.

• Maintain and sharing incen�ve related sta�s�cs of all the sales staff.

• Ensure all AML/KYC/CDD policies & procedures per group and the local regulator are
adhered to as per the sales procedures.

• Sharing sta�s�cs of the past and current performance level of the team and approvals
generated from the team weekly with the management.

• Hold regular review mee�ngs with the team and discuss about the market condi�ons
and assess performance and work plan for the future.

• Ensure strict compliance with all internal guidelines issued at both group and country
level pertaining to HR,Finance, Credit and Opera�onal Risk, Training and cer�fica�on.

Banking Assistant - Opera�ons and Liabili�es (Feb 2017 - Sep 2017)

• Support deepening and acquisi�on within personal client segment.

• Assist and support bank administra�on in its opera�onal issues.

• Gather and analyze financial and related data of customers.

• Compliance of security, banking policies and guidelines.

• Checking on the credit worthiness and the CRIB records of customers before processing
loan facili�es.

• Maintaining and genera�ng reports on the bank's opera�onal and financial perfomance
weekly and monthly.

• Handle assigned Client list / base and focus on establishing higher contacts to maximize
penetra�on.

• Proac�vely engage with clients to uncover business needs and promote cross sell or up-
sell for both Exis�ng to Bank and New to Bank clients.

• Work with opera�ons team when required to ensure that client requests are fulfilled on
�me.

• Management and development of exis�ng rela�onships with customers to ensure
maximum realiza�on of profitable sales poten�al.

• Ensure zero tolerance method for this aspect, within the Team/Unit. Report any
breaches or suspicious persons/rela�onships to the Local L&C.

E D U C A T I O N

D I P L O M A  I N  B U S I N E S S  M A N A G E M E N T  |  2 0 1 8

P E A R S O N  ( U K ) ,  E S O F T  M E T R O  C A M P U S  ( C O L O M B O )

D I P L O M A  I N  E N G L I S H  |  2 0 1 4

P E A R S O N  ( U K ) ,  E S O F T  M E T R O  C A M P U S  ( C O L O M B O )

D I P L O M A  I N  I N F O R M A T I O N  T E C H N O L O G Y  |  2 0 1 4

P E A R S O N  ( U K ) ,  E S O F T  M E T R O  C A M P U S  ( C O L O M B O )

E X T R A - C U R R I C U L A R  A C T I V I T I E S

S O C C E R  T E A M  |  F E B  2 0 1 7  -  S E P  2 0 1 9

S T A N D A R D  C H A R T E R E D  B A N K ,  C O L O M B O ,  S R I  L A N K A

A T H L E T I C  T E A M  |  J A N  2 0 1 1  -  A U G  2 0 1 6

S T.  P E T E R ' S  C O L L E G E ,  C O L O M B O ,  S R I  L A N K A

S O C C E R  T E A M  |  J A N  2 0 1 1  -  A U G  2 0 1 6

S T.  P E T E R ' S  C O L L E G E ,  C O L O M B O ,  S R I  L A N K A

S O C C E R  -  S C H O O L  C O L O R ' S  H O L D E R  |  C O L O M B O ,  S R I  L A N K A  |  S E P  2 0 1 4

-  S E P  2 0 1 7

R E F E R E N C E S

K A M L E S H  C H E TA N D A S

Vodafone, Area Manager, Qatar QSC
P: +97477775164
E: kamlesh.chetandas@vodafone.co

m

K A N C H A N A  K U M A R R A J A

Vodafone, Field Service Manager,
Qatar QSC
E: kanchana.kumarraja@vodafone.c

om


