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Dilini Hasanthi Elizabeth William
No. 4B 1-6
National Housing Scheme  

Mattegoda 

Sri Lanka

Mobile: +94 71 2742075 

  Telephone : +94 11 5616187
E-mail: eliza.dw78@yahoo.com
 Dilini Elizabeth William
	Objective :
	Seeking a challenging and rewarding position where potential and ability can be utilized for future development and expansion.

	Education :


	 2005                    Holy Family Convent, Colombo 04 - Sri Lanka
· General Certificate of Education ( Ordinary Level ) – 2005
                                  Subject                                             

Grade

                 English                                                       

A
                 Health                                             

A
                 Religion (Roman Catholic)                                                      

A
                 Sinhala                                                    

B
                 Social Studies                                            

C

                 English Literature  
C
                 Science                             

S
                 Mathematics
S

                 Commerce & Accounts                                          

S

    2008                     Holy Family Convent, Colombo 04 - Sri Lanka
· General Certificate of Education ( Advanced Level ) 2008
                 Subject

Status

                 General English
B
                 Logic & Scientific Methods
C
                 Business Studies
                  S


	Profile :
Key Competencies :

	Name In Full



: Dilini Elizabeth William
Address In Sri Lanka


:  No 100, Perera Lane
                                                                    Thalawathugoda, Sri Lanka
Address In UAE                                       : Al Whazeer Building 507, Al Nadha

Passport Number                                     : N4395214

Visa Status                                               : Residence VISA

Visa Validity
                                  : 04 December 2013

Date of Birth



 : 23rd October 1989
Age




 : 22 Years Old

Gender




 : Female

Religion




 : Roman Catholic

Race




 : Burgher  
Nationality




 : Sri Lankan

Civil Status




 : Married
· Overall 2 years of Customer Service & Relations experience. 
· Knowledge in handling customer requirements & issues with the ability to understand and customize solutions. 

· Ability to achieve challenging targets through effective customer service management and relations.

· Good communication skills. 
· Good leadership skills and result oriented attitude.
· Self-motivated team player with strong drive.
· Career focused, independent and goal oriented.

· Ability to converse and correspond in English.



	Professional
Training & Qualifications:

	· 1996 Awarded a Certificate in Spoken English conducted by Institute of Western Music & Speech.
· 2000 to 2004 Awarded Merit Certificates for Sunday School Examinations.
· 2006 Followed Diploma in Spoken English conducted by The Royal Institute, Colombo.
· Followed a Diploma in Airline Ticketing conducted by the Airline Ticketing Academy (Tutor – Mr Deepal Perera) 


	Extra Curricular Activities:

	· 2000 Participated in Inter-House Basketball Tournament.
· 2003 Participated in the New Frontiers in Education Exhibition. 
· 2004 Participated in Inter-House School Drama Competition organized by the Familian Theater Circle of Holy Family Convent.
· 2006 Awarded a certificate of appreciation for the contribution made towards the success of the 10th South Asian Games, Colombo.
· 2007 Participated in Inter-House Squash Tournament.

· Participated in Inter-House Sports meets & Quiz Competitions.

· Was a member of Familian Theater Circle, Familian IT Club & Familian teen art club.

· Was a member of English, Sinhala, Commerce & Catholic unions of the School.



	Experience :
	January 2011 – July 2011                       Dreamco Express (DEX)
                                                                                    Colombo Office, 
[image: image1]                                                                                    Sri Lanka. 
Customer Service Executive – Customer Service & Marketing Department
· Develop Excellence in Customer handling and solving service related problems.

· Confidently & knowledgeably, provide the full suite of DEX customer service Attend and service all Customer requirements of which targets are set up.

· Track and Trace Outbound / Inbound shipments, Customer Pickup Requests, etc. through DEX International Computer Network System.

· Communication with other worldwide DEX destinations daily for operational requirements of the Customer Service Department.

· Fulfill all requirements of the Establishment during contingencies and pressure, by way of standing on behalf of other. 

· Respond to customers consistently & confidently by providing accurate information in all areas such as custom requirements, transit time & rates. 
· Enhance service experience of DEX by exercising professionalism & empathy when dealing with each individual customer’s varying needs & demands.
· Offer alternatives to Customers and potentially turn information calls into Sales Leads or identify other additional value added services to the Customer when opportunities arise during the course interaction.

June 2009 – December 2010           Water mart Systems (Pvt) Ltd               
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                                                                                      Main Office, Mount Lavinia, 
                                                                                      Sri Lanka.  
 Marketing Executive cum Coordinator / Customer Relations – Marketing & customer Service Department
· Management of both corporate and individual customer base which exceeds 2000 customers

· Planning and implementation of innovative sales plans.

· Monitoring implementation of sales plan and coordinating

· Interdepartmental co-ordination through liaising between departments.

· Management of routine administration and documentation work.

· Handling customer complaints while finding effective solutions for their issues.

· Organizing outdoor promotions, monitoring implementation and carrying out evaluation.

· Preparation of various ad hoc management reports(Return on investment, sales force effectiveness)

· Frequent field visits to understand customer issues.
· Preparing quotations & proposals for new customers.
· Handling all incoming sales calls & inquiries.

· Meeting sales targets as set out by the marketing manager.

September 2008 – February 2009            

Sky mark Travels - Colombo, Sri Lanka. Trainee – Travel Assistant 

· Used Amadeus System

· Preparation of cost-effective travel itineraries for customers and booking tickets with carriers.

· Answering inbound calls from customer and converting sales enquiries into confirmed bookings.

· Handling visa & passport services.

· Liaising with tour operators and other key partners such as air lines regarding bookings and schedules.

· Advising clients about passports, vaccinations,visas,foreign currency,

· Dealing with complicated customer itineraries.

· Advising customers what different packages are available.

· Promoting new product to customer

· Provide guidance to clients in preparation of documents required for obtaining visas.
· Filling of documents, reports etc as required.

· Handling customer orders and payments.

· Undertaking general administration

· Handling all sales calls & customer inquiries

· Meeting sales targets as set out by the travel agency manager.
Referees: upon request
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..…………………………………


Signature





     Date
[image: image3.png]DREAMCO g9 EXPRESS



