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                                               R.RENUKA HEENATIGALA                                                                            
                                          40/3, Mihindu Mawatha, Maviththara Piliyandala,                                                                                     
                          Phone: 094774971027
                                                   E-MAIL: renuka@ipvlk.com                                                                                     
Career Objective & Goals
A conscientious and professional manager control in extensive experience in HR Admin and Secretarial rolls. Highly organized and efficient person with a thorough and precise approach to projects, which has produced excellent result to date. Able to manage own time effectively and prioritize workload. Experienced  at working to tight deadlines and under considerable pressure. Friendly and approachable with excellent interpersonal and customer relation skills.
Educational Qualifications

1) Obtain Bachelor of Commerce Special Degree – University of Colombo – 1995.

Subjects offered in final year
· Applied Organizational Psychology

· Computer Applications

· Accounting Theory & Standers

· Transportation & Business Logistics

· Business Policy & corporate Planning

2) Passed G.C.E.Advance level Exam in 1988 with One B and three credits in 
Commerce scheme
3) Passed G.C.E. Ordinary Level Exam in 1985 with two distinctions and six credits
Professional Qualification                                                                
Passed Charted Licentiate Part 1 with three credits in July 1993

Subject offered
Financial Accounting 

Business Mathematics, Statistic and Data processing 

Business Communication (English)

Successfully completed Confidential Secretaries course conducted by Ms Polytechnic Limited – Colombo 6
Course consist with 
· Public Relations & leadership

· Business Letter writing

· Personal Management – Working with your Manager – Inquiry Procedures

· Word processing

· Managing Stress

· Effective Living

· Communication Skills

· The organization – You and your Manager
· Telephone & Effective Speaking, Good Grooming

· Secretarial Responsibilities

· Organizing Office meetings, Social , Travel, Basic Accounting

· Workshop
Computer literacy 
Sound knowledge of Windows starter – word, Excel, MS Access, power point , Out look express Internet , Emails

Skills & Competencies
· Team Player willing to share experience and knowledge.
· Excellent interpersonal skills and leadership qualities.
· Communication skills in English both written and oral.
· Ability to work independently with minimum supervision, under volatile work environments.

· Very good analytical and problem solving skills.
· Honest and Trustworthy.
Working Experience

HOTEL LOTUS FLOWER (PVT) LTD - WADDUWA – May 1995 – November  1998

Accounts & Administrative Assistant – 31 months
Reported to General Manager
· Handling day to day administrative duties  (payroll , salaries , claims, leave records, general 
     filing ect)
· Provide secretarial & administrative supports to top management and other staff

· Simple book keeping  duties. (Daily transactions and payment vouchers)
· Performing simple accounts receivable and payable duties

· Assisting with sales documentation (Quotations, Purchase orders, Invoices ect)

· Assisting with inventory documentation (Stores bin cards, Delivery orders Equipment loan records, stock tracking , GRN , GIS ect)
· Preparing of records as required

· Handle other ad-hoc tasks as assigned 

· Front office management, customer services

· Preparing presentation reviewing customer data
· Event planning organizing and coordinating

INDUSTRIAL PRESSURE VESSELS (PVT) LIMITED –ADMINISTRATIVE & HR MANAGER- December 1998 -  Up to date - 17 YEARS 
Reported to Director HR and Admin
· Leads the HR Back Office team, including Facility Management and Reception

· Support local HR processes (not limited)
· Vendor Management

· Talent management processes / workforce management

· Performance management process

· Annual Compensation Review process

· Recruitment support, engaging with all internal individuals regarding HR policies demonstrating new customers.
· Handling day to day administrative duties  (payroll , salaries , claims, leave records, general 
     filing ect)
· Handle other ad-hoc tasks as assigned 

Personal information
DATE OF BIRTH   -  26th April 1969                                      MARITAL STATUS -  Married 
GENDER- 
Female




NATIONALITY -    Sri Lankan

AGE
- 47 years




EXPECTED SALARY –Negotiable
Non Related Referees


    01)   Mr.: Mark Marcelline                         
02) Mr.: Anil Jayatissa
(Managing Director)                                                (Metal Manager)

Industrial pressure Vessels (Pvt) Ltd
                 Litro Gas Lanka Ltd 

325 1/2, Timbirigasyaya Road

.    Central Filling Plant,           

Colombo 06                                                         Mabima , Heiyantuduwa.                  

Sri Lanka

                                          Sri Lanka

Mobile:     +94 0777 366 978                                Mobile : +94 7711464261
Tele: +94 01125051239                                        Tele: +94 710341541

             

Fax     :     +94 0112 596075                                 
            Email  :  ipvmarc@sti.lk                                       Email : anil.jayatissa@litrogas.com







      Web : WWW.litrogas.com

I do certify that the above information are true and correct to the best of my knowledge.

                                                                                                                            ………………………                                                                   
  R.R. Heenatigala






  






                

[image: image2.png]



