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VIDYA 
Vidya.383026@2freemail.com 
CAREER SUMMARY

Talented and self-driven executive with a proven track record of success providing administrative support to all levels of managers. Hands on experience in organizing meetings, coordinating with all involved parties and maintaining the executive’s calendars. Known as a passionate person who is willing to accept all kinds of challenges.

Resourceful and task-oriented professional offering diverse experience in office management, reception tasks and appointment scheduling. Skilled in arranging travels, taking minutes and handling correspondence. Innate ability to handle multiple tasks simultaneously.

PROFESSIONAL SKILLS

· Excellent Communication Skills both written and oral
· Excellent listening skills
· Confidentiality in all company related issues for last 15 + years without a single breach of information

· Managing excellent relationship between GM’s Office with the entire office team right from managers all the way up to lowest levels of hierarchy 

· Conscious approach for cost reduction in all office related administration activities related to travel, printing and stationery and communication costs of GM’s office

· Ability to draft most of the internal routine as well as external communications including circulars, memos, press releases on my own based on my past experience and proactive approach

· Natural flair for external guest management including CEO’s of tenants, Retail Mall forum heads, Government dignitaries who visit GM’s office from time to time as well as in large events

· Likes challenges and new assignments and can work with confidence in all spheres related to secretarial, office management, HR, Administration, Customer & Tenant Relations etc 

· Ability to work independently with little or no supervision; resourceful team player who is comfortable working in a fast paced environment 

CAREER SUMMARY 
BURJUMAN SHOPPING CENTRE – Leading Shopping Mall 

TENANT RELATIONS OFFICER – NOVEMBER 2013 TO APRIL 2016
Duties & Responsibilities :
· Monitor regular interaction and meetings with tenants  

· Maintain TRM (Tenant Relations Management) database. Maintain and update tenant contacts lists to include emergency numbers.

· Investigate and respond to complaints made by or about tenants and take corrective action as required, directing to the appropriate individual. 

· Provide tenants with general and marketing information. 

· Dealing with all types of tenant issues as they arise and providing the necessary solution(s) for them, whether they are maintenance issues or other concerns.
· Liaise with other departments about tenant issues and concerns.  

· Maintain administrative procedures in order to ensure an effective and efficient tenancy 

· Service beyond excellence to tenants – Provide superior customer service to all tenants at all times. 

· Tenant Notification – Prepare tenant memos and correspondence as directed by Managers regarding building holidays, upcoming events, etc. 

· Compiling and implementing a weekly maintenance checklist (AC, water, electricity, fire checks, etc.) and preparing a weekly report.
· Mall walk on a daily basis to monitor store opening timings, maintenance, customer service, adherence to the mall rules and regulations and compile reports. 
· Scheduling meetings between mall management and tenants

· Attending mall / tenant meetings 
· Assisting Leasing Team to input data into Oracle for the renewals
· Organize including agenda preparation for regular meetings with BJM and Reef Mall vendors on all aspects related to Mall Management and Lease renewals

· Manage difficult situations with vendors who seek a meeting with the Senior Management on complex issues related to facility management, complaints on mall service and try to defuse the uneasy situation where possible

· Ensuring that such issues are escalated to the Heads of the respective departments where needed for prompt and speedy response to vendors

· Liaise with the concerned departments to cater to the requirements of the tenants such as floor plans, AutoCAD drawings, images of the mall, lease agreements, cheque postponements, cheque replacements, rental payment issues to mention a few.

EXECUTIVE ASSISTANT TO THE CHIEF OPERATING OFFICER – FEB 2012 TO NOVEMBER 2013
Duties & Responsibilities : 

· Plan and manage an active and ever-changing calendar of both business and personal meetings while ensuring the COO's schedule is followed and respected

· Manage COO's daily email organization and dissemination of information

· Monitor and facilitate all tasks from emails while maintaining discretion and confidentiality

· Ability to anticipate and understand the COO's needs and proactively take ownership of personal duties before being asked  

· Keep COO well informed of upcoming commitments and responsibilities, and follow up appropriately

· Represent the COO's office with professionalism and create a welcoming atmosphere and environment by promptly greeting guests, ensure they have any materials needed, and feel comfortable and taken care of

· Follow up with both business and personal contacts made by the COO and support the cultivation of ongoing relationships

· Maintain and update COO's contact database. Include individual notes and keep track of important birthdays, milestones, etc.

· Provide a bridge for smooth communication on behalf of the COO, with Senior Management team, internal departments, and others, on matters related to COO's initiatives while demonstrating leadership to maintain credibility and trust

· Participate as an adjunct member of the Executive Team while providing leadership to build internal relationships crucial to the success of the organization

· Manage COO's travel (business and personal): domestic and international flights, hotels, restaurants and ground transportation

· Arrange complex and detailed travel itineraries and agendas; compiling documents for travel-related meetings

· Attend meetings and/or listen in on phone calls as needed to take notes, organize, and identify and follow up on any action items needed

· Work closely and effectively with the COO on a variety of business and personal special projects and daily errands, such as planning events, entertainment, dinners, gift buying, extensive research, etc.

· Use sound financial judgment when purchasing items, planning events, or coordinating travel by independently researching best deals and fares and negotiating prices or fees

· Manage business and personal accounts and credit cards and facilitate any related payments

· Perform additional duties as assigned.

EXECUTIVE ASSISTANT TO THE GENERAL MANAGER – JANUARY 1998 TO JANUARY 2012 
Duties & Responsibilities : 

· Manage all the incoming calls to GM’s office- 
· Manage all the incoming mails, classifying them in to ones which need immediate attention of GM

· Route others which need to be distributed to respective operating heads and follow- up where action is needed with timely reminders

· Manage all routine communications effectively and independently to internal and external segments

· Manage all the legacy files of GM’s office duly indexed for retrieval at any point of time for references including retention and deletion of files as per corporate guidelines

· Working towards a greener environment and reduction of printing and stationery expenses by reducing printing of mails and communications unless needed on an urgent basis

· Take care of GM’s personal work where instructed including visas, passport renewals, international licenses for visits abroad, bill payments, card settlements, reimbursement claims etc with all supporting documents and vouchers

· Ensuring that Office of GM works without any delays for decisions even during his absence with a proactive approach of getting approvals in advance before his travel or ensuring that he is accessible where his decisions are required without delays

· Responsible for managing GM’s entire daily schedule including executive meetings, internal review meetings, vendor meetings as well as changes to be communicated in advance and also the conference room availability

· Preparing a brief synopsis for all review meetings in advance to GM so that he is fully equipped with all facts and communications relevant to the meetings 

· Where needed also get advance information from internet  and other sources regarding new vendor meetings, back ground checks etc and the profiles of executives he needs to meet 

· Coordinate all the regular review meetings of GM with Reef Mall vendors and documenting the minutes for circulation and action where needed

· Manage the entire overseas travel schedule of GM including booking of his tickets, flight schedule, hotel bookings, rent a cars etc

· Getting the best possible deals and discounts from airline and hotels  including any changes to his schedule due to business requirements

· Submission of travel claims for approvals with all the vouchers and follow up on settlement of claims

· As GM of BJM is also in the Board of directors of the Middle East Council of Shopping Centers as well as the Dubai Shopping Malls Groups, regular meetings with the board need to be organized for which I liaise with the MECSC and DSMG offices and take care of the entire organization of these meetings. 

· Liaison with the various government bodies taking care of all the agenda for these meetings 

· Coordinate with the consultant for Dubai Shopping Malls Group for approval of art work for the various events and promotions organized for the malls by the Dubai Government  press releases and other Retail events

· Prepare speeches as and when required for various press conferences and other events such as the Retail Conferences by collecting data from various data sources. 
· Employee counselling whereby I was instrumental to assist them to deal with issues like dealing with a new manager, coping with work place or staff accommodation behavior, time management, taking decisions on change of jobs, managing stress levels amongst the employees. 
SPECIAL EDUCATION TEACHER – JANUARY 1994 TO MAY 1995 – BHARANI SCHOOL OF SPECIAL EDUCATION, CHENNAI, INDIA

· Regular assessments of the children by taking case history with the parents, 

· Counselling the parents, 

· Teach and mentor students as a group or  a class

· Discuss student progress with parents and school administrators
Technology

	Software:
	MS Office (Word, Excel, PowerPoint) MS Outlook, Oracle 


	
	


Education 
· Masters in Applied Psychology 
· Post Graduate Diploma in Personnel Management and Industrial Relations
· Diploma in Russian Language
· Diploma in Personal Secretarial Skills & Office Management
· Certificate in Windows Applications 
Awards

· Winner of Academic Scholarship from the Government of India for Post Graduate Education in Applied Psychology
· Winner of Gold Medal and University First Rank Holder in Bacculerate in Psychology
· Winner of Gold Medal and University First Rank Holder in Masters in Applied Psychology

· Best Student Award ( Gold Medal and Rolling Shield ) in Industrial Relations and Personnel Management 

· Winner of Gold Medal in Diploma in Russian Language 

· Best Employee Award – BurJuman Centre 
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