Resume for Mr. Balakumar Elanganayagam    

DOB: January 5, 1965                                                                    
Ward 01, Vairavar Kovil, Nainativu, Sri Lanka.
0094774980834/balaicrc@gmail.com 

Personal Profile: Adaptable, ambitious with proven administrative skills and an excellent understanding of NGO activities. Keen to take on targeted challenges within a multi-disciplinary setting. I am punctual, reliable and work well under pressure, either as part of a team or alone. I am straight forward and positive with a friendly manner and a good sense of humour. 

Education & Training:
Date             Institution                                                                          Course  
2003                  IDM COMPUTER STUDIES              MICRO SOFT OFFICES 2000     
2002/3              ICRC, SRI LANKA      ICRC DISSEMINATION, PROTECTION WORKSHOPS             
1998                  ICRC, SRI LANKA                              ICRC INTEGRATION COURSE
1998                  IDM COMPUTER STUDIES            LOTUS NOTES 123, AMIPRO 
1997                  SCIENCE LAND CROP                    THE CERTIFICATE IN THIBUS   
1983                 ST JOHN'S COLLEGE, JAFFNA         G.C.E (A/L) 
1981                  ST JOHN'S COLLEGE, JAFFNA         G.C.E (O/L)

Professional Experience:
Period                                Employer                                                       Position
2016     Hand in Hand Lanka, Colombo                                          Coordinator
2015     Independence Architectural Homes, Colombo                  Secretary
 2014    Sujatha Vidyalaya, Nugegoda.                                           ADMIN Coordinator

 2013     Sussex College, Nugegoda                                                Teacher
 2012     London College, Colombo                                                ADMIN Manager

2011     Sujatha Vidyalaya, Nugegoda.                                          ADMIN Coordinator 

Jan 2009 - Mar 2011      Giggles International School                  Teacher
Jan 2004 – Dec 2008    Krishna Enterprises (PVT) LTD              Administrative Officer
Jun1991 – Oct 2003      ICRC, Colombo/ ICRC, Jaffna             Field officer //Receptionist                                                                                                                         
Skills and knowledge:
· Worked with almost every department of the ICRC including training, administration, logistics, driving and as a radio operator, tracing/protection work and info/dissemination tasks. 
· Possess strong written and verbal communication skills in English and Tamil.
· Demonstrated quantitative and analytical skills with strong attention to detail. 
· Excellent computer skills in Microsoft Office (Word, Excel, PowerPoint), Lotus 123 , standard ICRC software, and data entry updates of Standard 4 and Prot 5 applications the Internet. 
· Extensive knowledge of logistic operations like distribution, transportation and warehousing 
· Managed and monitored the statistics on a monthly base inclusive reconciliation of statistic reports from the field and Donor reporting 

· Good knowledge of voice (HF/VHF) and Pactor communication 

· Valid driving license including heavy vehicles. 
Personal Attitudes:
· Possess strong interpersonal and problem solving skills 
· Ability to take initiatives and work under minimal supervision 
· Positive attitude with excellent time management skills 
· Proven track record of supervising and monitoring materials 
· Ability to handle multiple tasks and meet deadlines. 
· Ability to prepare additional training to achieve high working standards 
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