IMESHA DIKMADUGODAGE
Panadura, Sri Lanka | +94 77 593 4348 | imesharavihari17@gmail.com | LinkedIn: https://www.linkedin.com/in/imesha-ravihari-86512316b/

PROFESSIONAL SUMMARY
Dedicated and detail-oriented HR & Administration Professional with experience in HR operations, business administration, recruitment and global payroll processing. MBA-qualified with strong analytical, compliance, and stakeholder management skills. Recognized for strong leadership, exceptional communication, and a collaborative approach that fosters team engagement and high performance. I am currently seeking a new opportunity to apply and further develop my expertise in a dynamic and growth-oriented environment
CORE COMPETENCIES
HR Operations & Employee Data Management
Employee Engagement
Recruitment 
Performance appraisal coordination
Training and development
Global payroll processing
Oracle, Blue lotus, DataPay & Xero Payroll Systems
Employment Law & Statutory Compliance 
Office Administration and leadership skills
Process Improvement & Implementation
Advanced MS Excel & Workforce Reporting
Stakeholder & Client Communication
Procurement handling
PROFESSIONAL EXPERIENCE

HR & Admin Executive| Amante Lanka pvt ltd
May 2026 – Present
Performing retail HR and handling island-wide employee cadre.
Managed the end-to-end recruitment process including sourcing, screening, scheduling interviews, and coordinating with hiring managers.
Promote a supportive and inclusive work environment while effectively addressing employee concerns.
Maintain employee personal files and HR documentation accurately.
Managed day-to-day administrative operations and documentation control.

Junior Executive – BPO Operations | Hayleys Business Solutions International (Pvt) Ltd
Jan 2023 – Feb 2026
Processed end-to-end Global payroll for 500+ employees ensuring 100% compliance.
Managed superannuation, PAYG tax, leave entitlements, and statutory reporting obligations.
Trained onshore and offshore staff on payroll processing and implementation.
Utilized Oracle, DataPay, Xero, WFS, Tanda, and Odoo for payroll processing and reconciliation.
Inventory Planning Assistant | Singer (Sri Lanka) PLC
Jan 2022 – Jan 2023
Coordinated procurement, logistics, and warehouse operations.
Supported inventory forecasting and stock replenishment planning.
Maintained accurate system records and inventory data integrity.
HR & Admin Officer | Paramount Marketing Pvt Ltd
May 2020 – Dec 2021
Coordinated internal reporting and supported management meetings and communications.
Handle correspondence, including emails, calls, and official letters in a professional manner and supported operational workflow improvements.
Customer Engagement Associate | Hatton National Bank PLC
Dec 2018 – Apr 2020
Supported branch operations and ensured regulatory compliance.
Managed customer documentation and strengthened client relationships.


EDUCATION & QUALIFICATIONS
Master of Business Administration (MBA) – Merit Pass | University of Bedfordshire, UK
Professional Qualification in Human Resource Management (PQHRM) | CIPM Sri Lanka
Certificate Course in Human Resource Management | CIPM Sri Lanka
AAT Sri Lanka – Accounting & Finance
Planning to pursue CQHRM (CIPD Qualification)
TECHNICAL SKILLS
Payroll Systems: Oracle, DataPay (AU), Xero, Blue Lotus
HR & Workforce Systems: WFS, Tanda, Odoo
Tools: Advanced MS Excel, MS Office Suite, Slack
LANGUAGES
English – Proficient
REFERENCES 
· Ms. Vihanga Hemachandra
HR Executive
Allion Technologies pvt ltd
+94713420330
vihanga9826@gmail.com

· Ms. Apsara Abeykoon
HR & Admin Executive
Port City BPO
+94718828243
apsaraekabeykoon@gmail.com

I hereby certify all the above-mentioned information are true and correct to the best of my knowledge.
Imesha Dikmadugodage 
