	SUMMARY:
Professional Private Personal Assistant and House Manager to a successful entrepreneur and family.  Based in Bahamas, traveling regularly for trips and every two months to family homes worldwide.  
Working 24 hours and seven days a week to ensure the smooth running of their private lives and providing business support.

I am a dedicated ‘Carer’ type personality who revels in getting things done and always thinks ahead of my Principal to ensure he has the best from his life.

Over 10+ year professional experience as an Account manager, working with the world's top advertising agencies and brands direct (Saatchi & Saatchi, MTV International and Marks & Spencer International).

	CURRENT EXPERIENCE:







Dec 2011 – present

Title: Private Lifestyle/Personal Assistant
Employer. Private Financial Trader in Bahamas
Working directly with Principal and family, providing daily personal and business support.

Skills/Abilities: 
1. Proficient in MS Office, Excel and PowerPoint. Social Media: Facebook, LinkedIn, You Tube
2. Multi-lingual (Hindi and Punjabi) 
3. Clean Drivers licence (20+ years)

4. British National
5. DBS Certified (Formerly known as CRB check)
5. Able to relocate globally

Duties:
• Personal stylist and shopper 
• Work with other PA’s and key staff to provide seamless support in the Principal’s personal diary.  I am the main point of contact when traveling with Principal for work and social affairs.
• Manage, draft and execute personal correspondence
• Manage home refurbishment, furnishings and décor for global homes.
• Handling large amounts of Petty cash

• Private social diary management
• Ongoing research
• Global travel with principal
• Travel Management, create complicated holiday arrangements on private jet and commercial airlines
 for Principal and entourage
• Arrange ground transport, book bespoke hotels, holidays, suggest ideas, hire tour guides
• Manage Principal’s medical supplies and medical diary
• Event planning on private yacht and in homes around the world
• Administration: pay bills, create checklists and home manuals. 
• All hours concierge service to Principal, family and guests
• House manager and handling staff

•Create and maintain database of trusted sources of services/suppliers.
• Organise Visas for principal, family and guests
• Suggest and book dining and entertainment options globally
• Co-ordinate memberships for Private Members Clubs
• Manage family members
• Organise housekeeping in main home Bahamas and when traveling to Global homes
• Manage pets
• Purchase Gifts and arrange delivery
• Liaise with Principals social circle around the world


	PREVIOUS EXPERIENCE:
Title Independent Artist Manager






Date: -2004 – 2011
Role: Launch 'Pop artist'. Infusing music and fashion with cultures of West and East. (Mumbai, India)
-Secured Record label deal to market artist on Global TV South Asian audience, Zee TV, B4U, Star, ETC

	Title Account Manager 







Date: 2001-2003
Company: Aeroden Marketing, London.

Skills: Creating and managing Effective Text marketing campaigns
-Managed Music & Entertainment (Record Labels, Celebrities (Blazin Squad, Mary Kate & Ashley Olsen)
Title: Freelance Client Services Manager





Date: 1999– 2000
Company: MTV International
Create, manage and sell high profile International event MTV Cannes. 
Title: Freelance Account Manager (Various Advertising Agencies and Clients)
Date: 1995 – 1999
Agencies: 
1995- 1997: MC Saatchi: Accounts managed. DGS Retail Limited - e.g. PC World, Curry's. Dixon'
1997 1998: Young & Rubicam: Accounts managed: One World Alliance - e.g. American Airlines 
Clients:











Date: 1998 - 1999: Esprit International (London). Global branding projects  
Title: Account Executive promoted to Account Manager



Date: 1991- 1995
Company: Revolution Marketing

Client Marks and Spencer International.  
-Global branding for 28 nations. 

	QUALIFICATIONS:

BA Honors degree in Marketing and Business Studies (London)
References: Upon Request



Miss Nicci Ghotra
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