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Three key office systems you
need to manage your business

These days we are so overloaded
with information that it's easy to lose
sight of the basics of running a busi-
ness, and you very quickly become
overwhelmed and suffer from informa-
tion overload! Just take a look at some
of the ebooks, products, ecourses etc.
you have stored on your PC - I bet they
all relate to marketing your business,
getting more clients, increasing your
income etc. but I bet NONE of them
tell you how to manage your business!

Building a successful long-term prof-
itable business isn't about "marketing"
your business, it's about "managing"
your business - the marketing comes
once you have your management sys-
tems in place.

You cannot begin to market your

business if you can't find the informa-
tion you need, don't know who you are
marketing to, and don't know where
you are in your business.

So, let's go back to basics and take a
look at the 3 key office systems you
need to "manage" your business before
you can start to "market" your busi-
ness.

Filing Management System

Creating and maintaining a filing
system is the very foundation that
your business is built on, so this is the
very first system you need to put in
place - an efficient and effective filing
system.

With a proper filing system in place
you will very quickly and easily be
able to find the information you need,
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Chartered Accountant (ACA)
wanted for Kalutota Investment
& Leasing Co. Call over for interview
on 31.05.2011 at 10.30 am
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562/16 Welikada Terrace
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Tel: 011 437 4768, 0773 451 931

KNOCK YOUR DOOR

The is the final key office manage-
ment system you need to put in place
for managing your business. Once you
know where you are in your business
financially, you will be able to much
more effectively market your business.

Having up-to-date, critical, financial
information available at your finger-
tips allows you to efficiently manage
cashflow and be able to know straight-
away if you can take advantage of
opportunities that come your way.

when you need it.
Contact Management System
After you've got your filing system
all straightened out, you then need to So remember, go back to basics and
set about organizing your contacts. first "manage" your business before
This is another crucial area of manag- you "market" your business.
ing your business. If set up correctly
your contact management sys-

tem allows you to:

* Keep a note of clients, poten-
tial clients, and colleagues con-
tact information.

* Kasily and effectively follow-
up with a prospect.

* Locate critical client contact
information quickly and easily.
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GENERAL MANAGER
(CEO DESIGNATE)
-

This is an outstanding opportunity to lead the strategic development of this long established Company

P .
F]_3u11d yotllrlt)/[usmess. ‘s which manufactures and markets high quality products for the construction and hardware sectors. It enjoys
s terglanma anagement Sy an excellent reputation and a number of renowned brands.

Top 5 strategies to get your
office schedule back on track!

After the lon, lazy, summer you may have let your
office schedule slip-- follow these great tips and get

YOUR office schedule back on track!
1 Clear out your desk and files

Make way for those exciting new projects that have
been put on the backburner over the summer. I recently
did this and apart from getting rid of four grocery bags
of papers, I felt much more motivated to start those proj-
ects that had been lurking for months! And it's amazing

what you come across too!
2 Set up a Resource Folder

Keep track of those all-important pieces of informa-

tion that you come across

daily. How? Create a Resource Folder:
- on your PC--store all those downloaded documents

and create a shortcut on

your desktop so that you can easily access your infor-

mation. Go one step

further and create folders within your folder, each
relating to a specific topic, i.e. industry news, marketing,
accounting--decide what works best for your business!

- in your Favourite Folder in your web browser--book-
mark those web pages that you find useful so that you
can easily access them again. Create subject specific
folders within the main resource folder.

- using a ring binder file--print out articles that you

come across while

Against a background of continued market opportunity a role has arisen for an experienced and forward
thinking General Manager with a background of business development to lead the expansion of the
business through developing new routes to market, new product development and diversification into other
profitable sectors.

The Role The Candidate

® You wil be responsible for developing and @ Commerdcially astute, a strong communicator and
delivering the strategic direction of the business relationship builder with entrepreneurial flair, able
with full P&L responsibility. You should be able to to demonstrate a successful commercial track
lead and develop a team of performance oriented record of growth in an established business.

ries; check backlinks- set upa spreadsheet to keep track

of all of this.

5 Get your finances organised
I know, it's summer; you'd rather be outside enjoying

the sunshine than
organising your

back on track!

surfing or any emails that you may need to refer to

receipts.
Now's the time to drag out all
those business receipts and
get your bookkeeping system

Follow these simple tips and
you'll soon have your office
schedule back on track!

individuals. ) . )
@ You will have strong market analysis and strategic

planning abilities complimented with a hands on
approach. Knowledge of developing close
partnerships with key customers and financial
literacy to manage the business P&L, Balance
Sheet and Cash flow.

® Having developed a business plan you will seek
out new opportunities and identify new product
and sector diversification opportunities.

® You will be tasked with leading and directing the
manufacturing, sales and customer support
operations whilst personally leading new product
development and new market penetrations.

@ Self starter with high levels of motivation and
energy, able to demonstrate negotiation and
inter personal skills and inspire others as a strong
leader.

To apply please email your CV and salary detail within 7 days in complete confidence to
recruitmentgm1@gmail.com or send with a covering letter quoting ref: GM to :
The Advertiser,

C/o STM 20984, P.O. Box 644, Colombo.
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CEYLINCO LIFE

CAREER PLUS

THE NEWEST WAY TO EARN THE JOB YOU DESERVE

Sri Lanka’s largest and most successful Life Insurer, Ceylinco Life, is a mega brand icon in
thelocalinsurance sectorand a benchmark forinnovation, productdevelopment,

again; cut out useful

customer orientation and professional development. The Company has won international

magazine articles;
store newsletters, cir-
culars or magazines.
In fact use your
resource binder to
store anything that
you will want to keep
and refer to again!
Use divider cards so
that you can easily
access resources on a
particular topic.

Or use a combina-
tion of all three for
maximum efficiency!

3 Get back in touch
with your clients and
contacts

Now's a good time
to update your client
and contact database.
It's easy to let things
slip over the summer,
so drop them a per-
sonal note or email
and make sure that
the information you
currently have for
them is up-to-date--
and this will ensure
that your informa-
tion is accurate
when you come to
send those all-
important
Christmas
ings!

4 Get your web-
site listed in as
many places as pos-
sible!

Update your
directory listings;
get ntered on new
industry  directo-

greet-

WORK@THEWDRLD

A chef and a housekeeper
required for an International
student guesthouse in Kandy
from 20th June 2011.Strong
preference will be given to
applicants with experience
working with foreigners in the
hospitality industry,speak
perfect English,possess
friendly customer service
skills and carry out occasional
airport pickups.
Please e-mail your
CV and cover letter to
srilanka@worktheworld.co.uk

or contact

0772991998

<+Sinhala Language
«»Computer Studies

® Graduate / Trained Teachers
® Retired government Teachers
® Proficiency in English is essential for all the above posts.

® Previous experience in International Schools is an added
advantage.

APPLICANTS SHOULD BE
HIGHLY CAPABLE AND BE ABLE TO WORK WITH
MINIMUM SUPERVISION.

ATTRACTIVE SALARY AND EXCELLENT CAREER
PROSPECTS.

APPLY WITH COMPLETE BIO-DATA AND A
TELEPHONE CONTACT NUMBER, TOGETHER WITH
TWO NON RELATED REFEREES:

Amal ﬂﬂ..tetiona.l School

The pioneer in English Medium (National Curriculum)
IMMEDIATE VACANCY
“*English Language & Literature

Grades 6-8

with relevant
qualifications

Send in your application within 7 days or email : amaledu@sltnet.lk

Principal

Amal International School

152, Dharmarama Road, Off Havelock Road, Colombo 06.
(www.amalinternationalschool.com)

VACANCY

THE FOLLOWING VACANCY EXISTS IN A LEADING
COMPANY IN COLOMBO

SENIOR ACCOUNTS EXECUTIVES

IN QUICK BOOK ACCOUNTING ENVIRONMENT

APPLICANTS SHOULD BE EXTREMELY COMPETENT
WITH 2 YEARS, “HANDS ON” EXPERIENCE IN QUICK
BOOK ACCOUNTANCY PACKAGE.

ALSO SHOULD BE WELL COMPETENT
PREPARATION OF
COMPETENCY TO HANDLE ALL ACCOUNTING
FUNCTIONS, OF THE COMPANY

FINAL ACCOUNTS,

CANDIDATE HAS TO ATTEND TO THE PREPARATION OF
ALL STATUTORY RETURNS AND MAKING PAYMENTS.

C/o SUNDAY TIMES
STM 559, P.O. Box 644
COLOMBO

Junior Upper Section

IN THE

INDEPENDENTLY.

SELF-MOTIVATED,

and local awards for Corporate Social Responsibility and Brand Image Building. Due to
rapid expansioninour operations, we have vacancies in the marketing division for
individuals who want their careers to fly high.

Brand Manager

The ideal candidate should have positive attitude and the ability to work independently and
possess excellent interpersonal and communication skills. Fluency in both English and Sinhala will
be required whilst knowledge of Tamil would be a definite advantage.

Job Description :
Designing, developing, and implementing effective integrated Brand Strategies,
liaising with Research and Advertising agencies whilst maintaining an excellent
relationship with stake holders of the brand.

www.rukris.com

Qualifications : CIM (UK) or equivalent qualification is requisite.

Experience : 2-3 years work experience in a brand management in a reputed organization.
Experience in sales would be an added advantage. Industry experience is not a
pre-requisite.

Rewards : An attractive remuneration package including a company maintained car plus other
management level benefits are on offer for the successful candidate.

Customer Relations Executive

Applicants should be between the ages of 20 - 28 years, with a good educational background,
with 3 passes at the G.C.E (A/L).

You must have a pleasing personality and be able to work independently and in teams.

Language proficiency in all three languages would be a definite advantage. Computer literacy is
a must. Previous experience in Public Relations or Customer Services, Client Servicing at a

AND reputed organization and having part qualification in CIM/SLIM would be a definite advantage.

If you feel that you measure up to our requirements, please send your resume to the
below address with contact details of two non related referees to reach us within seven
days of this advertisement. Please mention the post applied for on the top left hand
corner of the envelope.

Senior Manager — Human Resources
Ceylinco Insurance PLC
Ceylinco Life Tower

No.106, Havelock Road, Colombo 05
web site - www.ceylincolife.com
Email - jobs@ceylife.lk

CEYLINCO LIFE




