
Sri Vidya D/O Gunashagran 

	
	Nationality
	:
	Singaporean  /  Indian

	
	Mobile 
	:
	92704669

	
	Email Address
	:
	vidyaroon@yahoo.com

	Education


Ngee Ann Polytechnic  (1998 – 2001)

· Diploma in Mass Communications (Majoring in Acting and Directing, Scriptwriting, Marketing Communications and Television/Radio Production)

Tanjong Katong Girls’ School (1992 – 1995)

· GCE ‘O’ Levels, including Distinctions in English and Biology

· First Aid qualified.
	

	Career Objectives


1) To contribute positively to an organization, enhance present skill set through training and development and to actively seek to fulfill a niche in chosen industry by remaining relevant and current. 

2) I love what I do and can adapt to different scenarios and situations. 

3) I am willing & able to go the extra mile to achieve the desired level of service.

4) I will represent my organization the best of my abilities & talents. 


	


	Professional Experiences

Corporate Communications Executive

March 2013  -Present

Ministry of Trade & Industry

A. Events Management

· Sourcing / obtaining of quotes for event venues and menus

· Submission of budget approval 

· Preparation for the submission of ITQ

· Arrange for site reccee

· Oversee the setup of venue, including refreshments and meals, AV and other logistic requirements

· Preparation of seating plan and attendance in consultation with Division in-charge

· Preparation of materials required for the event

· Arrangement for parking and security clearance

· Manpower requirements for the actual event

· Clearing e-invoice for payment by filing necessary documents in F Drive

B. Travel Management

· Processing of travel requests, ie Travel Booking/hotel accommodation

· To ensure that the Traveller profile has been filed up

· Liaise with Olivia from PriceBreaker  for quotes and itins in a separate thread of emails.

· Communicate with officer on flight opitions.

· Request for Budget Approval before issuing tickets.

· Remind officer to seek ETMU’s comments for BATs approval.

· Issue tickets upon confirmation

· Preparation of gifts (when necessary) by Corp Gifts Team

· File Budget Submission by desk / E-tickets for clearing E-invoices

C. Official Meals

· Source for venue and menu according to budget and requirements for the meal request.

· Put up budget submission

· Softbook suitable venues prior to confirmation

· Once venue and menu has been confirmed, inform vendor and cancel any bookings made with other venues.

· Do site reccee if necessary to determine suitability of venue.

· Prepare name tents for all guest and seating arrangement plan for host

· Be early at the venue at on actual day to ensure all settings are done properly.

· Follow-up with the necessary documents required for e-invoicing.

Duties of Corporate Communications Officer:

Daily Media Monitoring and Social Media Monitoring 

· Check through assigned newspaper/websites for relevant news

· Read through Insight Matrix summary to ensure accuracy of articles

· Highlight to collator of any missing articles or amendments where necessary

· For social media, look out for hot topics relevant to MTI and highlight to Collator for inclusion in DMR if not found in daily picks. PDF article and comments and summarize the contents for the collator if required.

· Newspaper clippings (Either as hardcopies or softcopies)

Processing of E-invoices 

· According to roster

· Process e-invoices tagged and update the respective databases with the details.

· Highlight any urgent payments/e-invoices.

Uploading of Speeches, Media Invites and Press Releases
Coordinate Press Conferences / Manage RSVPs etc whenever requested

	Senior Executive

February 2012 – 31 December 2012

Singapore Mediation Centre

Adjudication

· Processing of Adjudication Applications submitted over the counter under the Building & Construction Industry Security of Payment Act

· Accepting payment for Adjudication Applications

· Preparation and service of documents Adjudication Applications

· Preparing and updating of files for Adjudication Applications

· Appointment of Adjudicators for Adjudication Applications

· Updating of Register of Adjudicators

· Preparing accounts for payment to Adjudicators

· Preparing accounts memos for refund payments to parties for Adjudication Applications

· Answering email/phone/fax enquiries on Adjudication Applications and Accreditation of Adjudication Courses

· Presentations to organisations on the Adjudication procedure

· Ensuring all Adjudication materials are kept confidential

· Preparation of monthly Adjudication statistics for reporting to management and to the Building and Construction Authority

Mediation

· Answering email/phone/fax enquiries on mediation

· Organising mediation sessions by liaising with parties

· Preparing of correspondence to parties on mediation sessions

· Liaising with Supreme Court for booking  of mediation chamber & F&B

· Appointment of mediators for mediation sessions based on nature of dispute

· Scheduling mediation observation sessions when necessary for Associate Mediators & Justice Law Clerks

· Ensuring all mediation materials/sources are kept confidential

· Working with external agencies such as the Council for Private Education, Council for Estate Agents, Singapore Medical Council etc for mediation schemes

· Ensuring all mediation files are up to date

· Ensuring all accounts for payment and refund are done to standards

	Singapore Construction Adjudication Review Volumes 2011/2012

· Liaising with General Editors on determinations due for publication

· Liaising with Academy Publishing on decisions made by General Editors on content

· Liaising with Academy Publishing on publication deadlines and schedules

· Working with Industry Experts on redaction of Adjudication determinations to ensure fit for publication

· Ensuring all relevant parties are kept informed of current status of publication deadlines

Construction Adjudication Accreditation Committee

· Secretary for Committee Meetings

· Ensure all documents pertaining to Agenda is circulated to Members prior to the meeting

· Ensure meeting room is set up for the meeting 

· Ensure all Members are present and accounted for

· Ensure all Meeting Minutes are prepared and vetted before dissemination to all committee members.

Singapore Domain Name Dispute Resolution Service

· Administration of case management in accordance to the Singapore Domain Name Dispure Resolution

· Update of Panelist details

· Billing & Accounts for payment & refunds. 




	Clerk Executive (Management Support Officer- Division 2)

November 2009 – January 2012

Parliament of Singapore

· 1st contact with Ministries regarding parliamentary procedures and legislation 

· 1st contact for Members of Parliament for Parliament business

· Checking parliamentary papers and business before circulation to Members of Parliament

· Preparation of Chamber for sitting days

· Media liaison for Parliament

· Webmaster for Parliament Website, Members’ Portal and the Singapore Government Directory

· Deputy Chairman of the Staff Well Being and Recreation Committee

· Secretary for meetings involving the Clerks’ Department

· Preparation and circulation of Circulars for Parliamentary Questions not reached. 

· Assistant Chief to the Innovation Committee

· Member of incoming and outgoing Visits and Conference Team.

· Member of Policy Teams for ASEAN Inter Parliamentary Assembly

· Assist Budget Clerk in annual Budget proceedings.

· Involved in briefings to Ministry officials and Members of Parliament

· Assist in duties for Opening of Parliament.

· Assist in work of Nominated Members of Parliament.

· Assist in Papers/Reports presented to Parliament by Ministries and Statutory Boards

· Preparation of Meeting Minutes

· Photography for events

· Covering officer for Presidential Council for Minority Rights(PCMR)

· Approving officer for Papers Presented to Parliament

· Officer of the Singapore Civil Service (Full time)

· Reporting officer, overseeing 2 full time corporate support staff

· Completion of ad-hoc duties assigned by the Clerks’ Department

· Main representative of the Clerks’ Department for inter-departmental events and duties

· Attend courses assigned in tandem with work assignments

· Attend to queries sent by the ASEAN Inter Parliamentary Secretariat

· Maintain the PARL/PARL email inbox

· Answer queries from members of the public and reiterate the importance of the “no wrong door” policy adhered to by the civil service

· Uphold the tenets of the Singapore Civil Service while discharging of duties

	Community Development Executive

June 2007 – 13th February 2009

People’s Association

· Events management 

· Creation of publicity materials. 

· Creation of tickets and tracking of sales.

· Liaise with Assistant Managers on quotations.

· Assist with sourcing for sponsorships.

· Assist with actual day events.

· Staff in Charge for the Civil Defence Executive Committee which was voted one of 44 Most Active CDECs in Singapore.

· Second in charge for the Malay Activity Executive Committee and Youth Executive Committee

· Maintained internal and external customer relationships to a high degree.

· Courses creation and marketing to new/current customers.

· Creating awareness and up-selling the Passion card to new members. 

· Able to master internal online databases for customer relationship management and course/fee tracking. 

· Liaisons with other government agencies for support i.e. HDB, SPF, PUB. 

· Maintained administrative duties effectively i.e. filing, data entry, updating of relevant sensitive documentation.

· Effective and accurate taking of minutes at meetings.

· Attendance at committee meetings monthly. 

· Direct liaise with residents for day to day queries 

· Experience with community care and meet the people sessions with MP.

· Maintain day to day operations of a Community Club.

· Experienced in cheque and payment voucher issuance.

· Tracking of courses and instructor payments.

· Managed cash intake on a daily basis.

· Attended courses on customer relationships.

· Main point of contact between Residents and their Member of Parliament

· Main point of contact for media queries. 

· In charge of Quality Service Management

· Report directly to the Constituency Director

· Main contact for facilities management

· Main representative for the constituency office for duties with the headquarters

· Attend to phone/email enquiries from members of the public regarding grassroots matters

· Privy to the emergency planning for the division

	Financial Advisor

July 2006 – February 2007, 

Prudential Assurance Company Singapore Pte Ltd

· M5, M9, HI Qualified

· Provided quality financial advice to new and existing clients

· Created a client database through cold calling and door to door interaction

· Garnered knowledge about financial products and services.

· Obtained skills on a needs based selling of financial services so as to build rapport with new and current clients in order to be able to best serve their financial needs.

· Able to maintain a client relationship in order to ascertain future financial needs.

· Able to ascertain client’s risk profile and adjust financial advice to suit the client.

· Able to put in the extra work hours to work out the most suitable plans for clients.

· Able to tailor quality financial advice and plans to suit individual needs.

· Able to talk to clients from any background and in tune with grassroots matters.

· Able to provide advice to clients at any life stage.

	Manager (Full time)

March 2003 – February 2006, 

PastaMatrix International Pte Ltd

· Able to create and maintain excellent customer relations through constant feedback about the company’s products and service standards.

· Garnered knowledge about running an establishment in regards to cash handling, service standards, and promotional tools.

· Able to read and decipher monthly Profit and Loss reports so as to ascertain the outlet’s strengths and opportunities of growth. 

· Performed payroll duties as the scheduling manager.

· Performed stock ordering, maintenance of par levels and manpower planning to best suit the different shifts available during a typical operational situation. 

· Performed staff appraisals in terms of work performance and service standards that leads to an increase in remuneration for the staff involved. 

· Worked in different outlets, learning skills in adaptability to different levels of staff, and different levels of sales. 

· Learned skills in conflict management in order to maintain smooth operational standards.

	Other Experiences


Producer/Presenter: Ngee Ann Polytechnic

2001, Radio Heatwave (Internal Radio Station in Ngee Ann Polytechnic)

· Garnered experience in producing and presenting radio programmes

Internship (On the Job training)

1999, Savant Marketing Communications

· Garnered experience in marketing communications and liaising with clients

· Attended meetings with CEO and taken minutes of meetings

· Involved in the production of marketing collaterals for seasonal clientele

· Involved in cold calling for clients

· Involved in document mustering and file upkeep


	Courses Attended

· The Course on Influencing & Diffusing Skills For Difficult Customer Situations

Civil Service College, 17th-18th September 2007

· Projecting A Professional Image: PSB Academy, 27th November 2007

· Induction Programme for PA Support Staff: National Community Leadership Institute

· WOW Service – Put To The Test! Are You Ready?

PSB Academy, 2nd October 2008 – 3rd October 2008

· Principles of Protocol for Official Visits and Functions

     Civil Service College, 29th – 30th September 2010

· Planning and Managing Events

Marketing Institute of Singapore, 1st – 2nd June 2010

· Writing of Minutes for Meetings: Civil Service College, 21st – 22nd March 2011

· The Art of Networking: Civil Service College, 1st July 2011

· Advanced Excel Course, 23 & 24 July 2012

	Computer  Skills

· MS Office (Word, Excel and PowerPoint) – Advanced Level

· Internet applications & online research

· Lotus Notes

· Outlook Express

· SAP (Basic)

· Adobe applications

· Secured email applications

· Scanning, printing, faxing & binding

· Internet email applications

· Mail merging and presentations

· Report writing and printing

· Video and audio editing

· Social Networking such as Facebook, Twitter & Tumblr.

	Myself in a few words

I am a hardworking individual who is a quick learner and is willing to go the distance in any given situation. I measure success as a journey not a destination, success that is qualitative rather than quantitative.

I am always working on self-improvement and am always looking to improve my surroundings. 

I have excellent people management skills as I have learned so much over the past few years. I take the tell, show, do, feedback approach when training new staff and am approachable when staff have difficulties.

I have skills that are current and relevant which have been tried and tested in the best of situations. I am looking to settle down in a long term career that encompasses all my skills & experience in one place.   
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