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Vikrant 
Senior Level Assignments
(Property Management)
A forward thinking result oriented professional offering a unique combination of Real Estate Leasing, Marketing, Accounts and Administration of Shopping Malls & Mixed-use Developments with the ability to assess both vantage points simultaneously for an effective balance of visual nuance and sound business decisions which are easily transferable into a variety of positions
	
	

	
	

	
	


	
	WORK EXPERIENCE

	
	

	
	October 2012 - February 2016

	Job Title:
	LEASING AND MARKETING CUM ACCOUNTS EXECUTIVE

	Employer:
	

	
	Al Qurum, Muscat, Sultanate of Oman

	
	(which includes a Shopping Mall with more than 100 Retail Brands and other 6 Properties

	
	of Mixed-use Development consisting of more than 150 Units)
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KEY QUALIFICATIONS
· Over five years of experience in Real Estate setting 
· Tenant Management / Lease Administration & Documentation 
· Budgeting and Negotiation of Leasing terms & conditions 
· Healthy understanding of Property Management functions 
· Skilled in providing comprehensive Commercial and Residential property Leasing services 
· Hands on experience in promoting and maintaining healthy relationship with clients 
· Adequate knowledge of Property Development, Execution of Contracts and Real Estate Legal Affairs 
SKILLS SUMMARY
· An effective communicator with excellent Analytical and Inter personal skills 
· Possessing a strong know-how of Business Communication with clients 
· Knowledgeable of all the phases of Leasing, Resident Retention and Legal disputes 
· Time Management, Team Player, Detail Oriented, Quick Learner and Multi-tasking 
SCOPE OF WORK
· Well-versed with all the phases of Leasing and Marketing, Accounts and Administrative activities of Property Management 
· In-depth study, review and recommendation of policies and procedures to maximize the Tenancy occupancy ratio 
· Demonstrated excellence in meeting and identifying prospective clients for Leasing queries, Negotiations, Finalization of the Leased Units, Preparing the LOI & MOU, Retaining the clients and keenly Monitored the Tenancy Contracts and their timely registration and dispatch post registration 
· Responsibly accomplished the whole process of Leasing from Inception to Final Execution, keeping in mind Acceleration and Profit Maximization of the Organization 
· Efficiently drafted Payment Schedules and all sort of Business communication with clients 
· Enforced occupancy policies and procedures by confronting violators 
· Planned and Executed delinquency reports on a monthly, quarterly and yearly basis to develop pro-active results 
· Maintained accurate resident records and coded all information in company provided property related database, ensuring timely updation of records where and when required 
· Responsible for all the Facilities Management of all the Rental Units (Shopping Mall & Offices). Receiving maintenance request from Tenants and then follow up with the concerned Department until timely satisfactory completion of the job, post receiving Tenant’s satisfactory feedback 
· Meeting Advertising Agencies to carry out the promotional activities in the Mall as well as Road Shows outside the Mall. Was also responsible to create a good customer-base and migrate them to Tenants, interested for Wallscape offers outside the Mall or Advertising and Marketing activities inside the Shopping Mall 
· Submitted Timely Budgeted Rental revision reports to the Management from the owner’s point of view and leaded proposals of retaining Value Added clients who are affected by the Market crisis, by reducing nominal rentals 
· Accomplished Financial objectives by timely Collection of Rentals, Bills Payments, Forecasting requirements, Preparing Annual Budget, Scheduling Expenditures, Analyzing variances and Initiating corrective action 
· Managed the Staff Payroll & Personal i.e. Staff Salary, Leave settlement, Duty Joining 
KEY ACHIEVEMENTS
· Reduced the ratio of Bad-debts Debtors from 35% to 15% 
· Successful collection of 85% of Rental from Tenants in the form of PDC’s, thus decreasing the excess manpower required for follow-up of Rentals 
· Continuous chasing and follow-up with Tenants for Dishonored cheques and further transferring the matter to Legal Department, post to enormous follow-up with the Tenant regarding default of Payment 
This job also included my day to day routine activities related to Accounts handling, preparing Ageing Reports, Rent collection from Debtors and making payments to Creditors. Keeping track of Tenancy Agreements, Negotiating with Suppliers on the quotes received from the Purchase Department, Accounting the Credit as well Debit Invoices
	
	December 2010 - September 2012

	Job Title:
	LEASING AND ACCOUNTS CUM ADMIN ASSISTANT

	Employer:
	TAAMEER INVESTMENT – ZAKHER MALL, Al-Khuwair, Muscat, Sultanate of Oman



Job Description:
· Keeping a track of Renewal of Shops Municipality Lease Agreements followed by Covering letters, Renewal of AMC’s and all Municipality Licences 
· Preparing memos to accounts for received cheques and cash payments 
· Deposit of rental payments (Cash as well as Cheques) 
· Preparing payments for Utility Bills (Electricity/Water & Telephone) 
· Preparing Salaries and Supervision of the Mall employees 
· Preparing and maintaining a list of Utility Bills receivable from Tenants and then a list of Bills payable 
· Maintain and record the amount of rent received or receivable from Tenants 
· Setting up plan for vacant units and meeting prospective clients for leasing queries 
· Approaching targeted customers with leasing proposal 
· Communicating with media companies for getting quotations, for campaigns advertisements, marketing plans etc. 
	
	

	
	
	

	
	
	
	
	

	
	
	March 2010 - August 2010
	
	

	
	Job Title:
	CUSTOMER SALES REPRESENTATIVE (C.S.R)
	
	

	
	Employer:
	VODAFONE ESSAR INDIA LTD. (Telecom) (Raopura-Vadodara)(Gujarat–Circle)(India)
	


Job Description:
· Attending an average of 80 to 100 customers a day 
· Solving the customer’s queries regarding the bill disputes and product awareness or any other queries that the customer has 
· My job also included selling Post-paid connections, migrating the customers from Prepaid to Postpaid connection, selling of Internet Connections (USB Drives), Different cost Variant Mobile phones and also if required Cash Handling on the Express Counter 
· Due to my Customer-friendly and Customer-oriented nature, I was always placed on the Express Counter so I could migrate the Prepaid customers to use Post-paid Plans, explaining them the benefits and savings 
· With our Best efforts, our team achieved, an Over-Achieved Target of selling highest number of postpaid connections in the Gujarat Circle. (It also included me with the highest of 70 Connections that month) 
· Attending the Outbound Calls, Visiting Companies at their Workplace as well as some Platinum Customers to their doorstep 
· Approaching targeted customers, providing Product awareness and assuring them of our Best Services at all times 
ACADEMIC QUALIFICATIONS
Bachelors of Commerce (Honors) with Specialization in International Accounting
I have successfully acquired a 4 years Bachelor’s Degree Course from Sardar Patel University, Vallabh Vidyanagar
(Anand) Gujarat – India in 2010. The Bachelor’s Program consisted of different courses each one followed by a written exam.
As a part of the studying program I had presented a Project Report on (Insurance – Types, Benefits & Drawbacks) Kotak Mahindra Old Mutual Life Insurance.
COMPUTER SKILLS
· Knowledge of ProMIS (Management Information System) Accounting Software 
· Tally Financial Accounting Program Version - 9.0 (Volume 1 – 4) 
· Dealing with the computer according to Windows operation programs; Windows 2003, 2007, 2010 & 2013 
· Word processing in English with MS Office Word 2003, 2007, 2010 & 2013 with typing speed of 40 WPM approximately 
· Operating MS Office Excel 2003, 2007, 2010 & 2013 with efficiency to analyze Reports Monthly, Quarterly and Annually. Maintaining records of Debtors as well as Creditors, Cash-Flow, Petty Cash 
· Dealing with the Internet with high efficiency and utilizing the published data for business and research purposes 
PERSONAL DETAILS
GCC Driving License:
GCC Driving License / Valid Omani Driving License 
Marital Status:
Married
No. of Dependents:
2 (Wife & Kid)
Date of Birth:
10th May, 1986
Nationality:
Indian
Marital Status:
Married
Linguistics:
English, Hindi, Gujarati (Reading, writing and speaking fluently)
Arabic (Understand and speak a bit)
Hobbies:
Numismatics (Collection of currencies)
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