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Manura Perera  (BBA (Hons)
Fully qualified Human Resource Manager with 4 years experience working in local government in Colombo, seeking an HR Management  post  in the UAE (only say this if you definitely want to work in the UAE).
Responsible during the past four years for recruitment and personnel management of 80 clerical staff in the Colombo district 2 town hall. During this time the rate of resignations reduced significantly and all vacant posts were filled within 2 months. I believe my friendly and open approach has contributed significantly to this improvement.

I was commended by my Manager for my efficient work and graded ‘superior’ in my staff assessment.
I am fluent in Sinhalese and English, both spoken and written, and am an expert on the use of “HR Solutions” HR Management software.

I also have experience of personnel management in the Sri Lankan tea production industry. 
Career History

Personnel Assistant, Colombo Town Hall District 2, Clerical Division.
October 2006- present 
Responsible for the recruitment and personnel management of all clerical staff- a total of 80 staff. During the past 4 years I have recruited about 25 new members of staff to replace resignations. Before I joined the company there was a considerably higher rate of resignations, and replacements usually took 4-5 months to recruit. (This is Manura’s main achievement so it is important to give as much information about it as possible).
Responsible for determining and communicating proper pay and conditions according to the Town Hall rules.
Responsible for all data entry into the Town Hall HR Management computer system, using “HR Solutions” software. 
Liaise with Accounts and Payroll Division to ensure that pay and benefits are properly managed. 

I enjoy working with clerical and other junior staff and have often been complimented for my friendly and open approach.

Temporary Assistant, Sri Lanka Tea Plantations, Kandy District, May 2006-October 2006
Assisted the HR Manager in recruiting temporary staff for tea harvesting duties.
Education

Colombo University, Faculty of Management and Finance, Human Resource Management Department.                                                          October 2001- June 2005

Achieved Degree of Batchelor of Business Administration (BBA), Class 2(Hons).

Main Subjects studied (with marks achieved):
· Human behavioural Science (67%)

· Psychology (53%)
· Business Administration (61%)

· Accounting (52%)

· HR IT packages (49%)

· Recruitment Processes.(51%)

In addition I attended various minor modules, eg on Interviewing Skills, Dispute Resolution, Anger Management and Negotiating Skills.
In my final year I carried out 10 week project entitled “HR problems in managing temporary staff in the Tea Industry”.

(I have included quite a lot of detail on higher education because for someone with limited work experience education can still be an important factor. For someone with, say, 10 years work experience there would be a lot less detail on Education.)
Colombo District 2 High School, 1994-2001
Achieved GCE A levels in English, Social Studies and Geography.
Interests
Cricket, Reading

Computer Skills

Competent on all MS Office software

Expert on HR Management Software
Familiar with “Expert HR” and “Intelligent HR” software. (include all skills that could be useful).
Other information

Date of Birth 13/11/1982

Nationality Sri Lankan

Availability and Visa status
I need to give one months notice to my current employer, otherwise I am available immediately. Obtaining a visa for the UAE should take about two weeks.
Contact information
Phone 123456789

E mail Perera@acdf.co.sl
Address  Any number, this street, that town, postcode

