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SUMMARY

Seasoned logistics and operations leader with over 20 years of experience in transport coordination, team leadership, and administrative management. Proven expertise in optimizing processes, enhancing customer service, and driving operational efficiency across military and retail sectors.

EXPERIENCE

Transport Coordinator (2021- Current)
Lofts Quarries  
· [bookmark: _Hlk208225095]Allocation and coordination of available resources to meet all the customer orders effectively and efficiently to increase the delivery capacity. 
· Use of inhouse transport system to allocate and schedule vehicle to meet customer orders.
· Coordinating suppliers and ensure products are available in advance to meet customers’ orders.

Transport Coordinator (2017-2021)
Postal
· Managed shift operations, allocating resources and staff to meet operational needs efficiently and reduce costs.
· Identified and resolved delays and operational issues, enhancing delivery timelines.
· Maintained compliance with OH&S standards, ensuring a safe working environment and reducing workplace incidents.
· Coached and developed a team of 10+ staff members, fostering continuous learning and improving team performance.
· Coordinated vehicle allocations and schedules, optimizing fleet usage and increasing delivery capacity.
· Utilised Salesforce (FSL) to allocate work and manage customer collections, improving data accuracy and workflow efficiency.
Team Leader
Bunnings (July 2014 - June 2017)
· Led a team of 8 in Power Garden and Garden Care departments, driving to increase in sales.
· Managed customer returns and supplier credits, streamlining processes and reducing return processing time.
· Processed invoices and managed promotional stock, ensuring accurate inventory levels and timely promotions.
· Operated cash registers and oversaw stock management, maintaining a 99% accuracy rate in transactions.
· Participated in the Safety Committee, implementing safety protocols that decreased workplace accidents by 5%.
Squadron Leader
Sri Lanka Air Force (2001 – 2014)
· Supervised and managed over 100 airmen and airwomen, ensuring operational readiness and discipline.
· Performed administrative duties as Staff Officer and Officer Commanding Administration, maintaining accurate payroll and procurement records.
· Developed and updated Standard Operating Procedures (SOPs), enhancing operational efficiency and compliance.
· Coordinated rostering for officers and airmen, optimizing manpower allocation and reducing scheduling conflicts by 20%.
· Provided secretarial support, including minute-taking and agenda preparation for board and committee meetings.
· Organized special events such as passing-out parades and annual gatherings, improving morale and team cohesion.

EDUCATION

Postgraduate in Management   Sri Lanka • 2012
Diploma in Accounting and administration Indian Air Force • 2006
Bachelor of Commerce
Kothelawala Defence University • Sri Lanka • 2005
G.C.E (A/L) Certificate
Sri Lanka • 2000
• VCE Equivalent

CERTIFICATIONS

Working with Children card
Certificate III in Control Room accreditation
Complex Institute • 2017
Apply first Aid with CPR (HLTFA311A) Complex Institute • 2016
Customer service award
Bunnings • 2016
Award for Best Growth
Bunnings • 2015

SKILLS

· Customer Relationship Management: Built and maintained cooperative relationships with customers, enhancing satisfaction and loyalty.
· Problem Solving & Decision Making: Demonstrated strong problem-solving skills and sound judgment under pressure, efficiently resolving operational issues.
· Team Collaboration: Fostered effective working relationships, promoting respect for human rights and creating inclusive environments.
· Leadership & Accountability: Exhibited leadership with integrity and accountability, guiding teams to achieve organizational objectives.
· Advanced Driving Skills: Possess well-developed driving skills with a clean driving record, ensuring safe and timely transportation.
· Continuous Learning: Committed to self-awareness and continuous professional development, actively seeking opportunities for growth.
· Communication Proficiency: Strong oral and written communication skills, facilitating clear and effective information exchange.
· Technical Competence: Proficient in MS Office and PowerPoint, with intermediate computer skills to support various operational tasks.
