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Mohamed
Mohamed.1988@2freemail.com  
Summary

· Eager to contribute for a progressive company with quality management, provide good career growth, personal development and opportunity to learn new concepts, tools and techniques in a highly dynamic and fast paced environment. Procurement specialist in HVAC, Civil, MEP & General
Key Skills

Procurement / Credit controller / Material coordinator / Administration & Store
Functional: Procurement
· Submits proposals to Purchasing Manager for all rentals, major vendors/ suppliers for the designed projects.
· Supporting the Corporate Purchasing Manager in reviewing and examining purchase requisitions and orders for completeness, accuracy, liaising, gathering information and communicating with suppliers.

· Liaising between suppliers and concerned departments on any procurement related activities, procedures, order status, and problem resolution (Resolving ad hoc problems such as bid disputes and supplier protests in collaboration with concerned departments)
· Liaising with departments / personnel to determine needs and establish requirements.  Contacting suppliers frequently to know the exact arrival time of supplies 
· Communicating with department to provide, receive information concerning suggested products and vendors, order status and receive invoice payment 
· Undergoes vendor/ supplier negotiation to get the best offers and delivery of materials.

· Preparation of LPO with technical specification where it is necessary,material status report on a regular basis. 

· Assist in on-the-job training supervision of lower level Purchasing Officers and secretarial/ clerical staff.
·  Investigates complaints from departments and vendors, problem arising from Procurement of commodities and determines appropriate action.
· Performing expediting functions and other related duties as assigned Coordinates and follows- up with Finance for vendor payments.

· Evaluate vendors and maintains approved vendor list.

· Verify the approval of MR received from Engineering / Projects and all departments.

· Arrange for the Procurement of the material from the approved vendor with the compliance of the requirement.

· Inform the non- availability of the material to the Purchasing Manager in order to coordinate with the other department managers and arrange for alternative.

· Issuing Goods Received Notes on the Enterprise Resource Planning System..

· Makes comparison of offers and put forward to the Purchase Manager for approval.

· Ensure that the materials arrive on time without any delay with relevant approved MTC.

· Ensuring that all tasks are completed in compliance with the approved purchasing policies and procedures 

· Prepare documents, when required for any imports, for LCs, bank guarantees etc.

· Deal with clearing agents / customs authorities for clearing of imported consignments.

· De-bottlenecking of systems and procedures, as and when required, for the smooth functioning of department and prompt service to clients.

· Coordination with other departments with regard to procurement and trade payables.

· Negotiate prices with vendors, suppliers, traders and service providers to have the most cost effective deals yet meeting requirements of standards and quality of products and services.

· Consolidate requirements from different stores and arrange bulk procurement's achieving economy of scale for standard supplies and services.

· Make arrangements to secure long term price-lock-in, maximum credit limit/period, and uninterrupted supplies to the stores.

· Continuously source equivalent products and services that are less expensive but conform to the standards and are acceptable to the clients.

· As and when required, provide current market rates of products and services for costing and bench-marking. 

· Pre-qualify competent suppliers of products and services and have maintained list of approved suppliers.

· Handling stationary requests
· Monitoring and controlling the toners/cartridges, stationery, cleaning, pantry
· Liaising and following up with suppliers on invoices against the issued LPO.
· Evaluating Suppliers/ Service providers once in year
· Preparing Local Purchase Order (LPO) for the purchase of flight tickets, pantry, office stationery, toners/cartridges and forwarding signed copies of LPO to the suppliers
· Updating purchase order follow up table in the system
· Coordinating with Finance Department with regards to approvals for the LPO, Supplier Invoice etc.
· Assisting Account Managers with regard to Logistics matters.

· Tracking purchase order and supplier delivery schedules.  Ensuring all deliveries are happening on time.
Credit Controller
· Chasing debt by telephone and email and reducing debtor days.
· Allocating payments in accordance with customer remittances.
· Processing and generating reminder letters and monthly statements.
· Liaising with the sales and accounts receivable teams to resolve outstanding queries.
· Ensuring that all major accounts work to agreed order to cash cycle.
· Daily and month end reporting and account reconciliations.
· Investigating and resolving queries relating to non-payment of invoices.
· Working to strict monthly and annually collections targets.
· Ensure collection of debtor’s accounts occurs within credit terms and according to company policy and procedures.
· Report to Credit Manager on account collection progress.
General Administration

· Updating the phone/fax register.

· Maintaining and updating the Officer,Supplier phone number list. Ordering business cards for staff.

· Keeping all files, records and workplace organized. Administer employment agreements

· Verify and report on benefits payments

· Maintain the leave management system
· Manage the filing, storage and security of documents

· Respond to inquiries

· Manage the repair and maintenance of computer and office equipment

· Maintain insurance coverage’s

· Arranging Staff & employee Accomodation
· Supervise customer services and respond to customer inquiries

· Assist with preparation of Bylaws, preparation and advertising of contract documents
· Administer contracts, Maintain the leave management system.
Logistics

· Monitoring the quality, quantity, cost and efficiency of the movement and storage of goods.
· Coordinating and controlling the order cycle and associated information systems.
· Analyzing data to monitor performance and plan improvements and demand.
· Allocating and managing staff resources according to changing needs.
· Liaising and negotiating with customers and suppliers.
· Developing business by gaining new contracts, analyzing logistical problems and producing new solutions.
IT Expertise
· Microsoft office applications, Windows operating systems, Proficient in Word, Excel & Power point

· FoxPro Programming, C, Programming Practices & Techniques, Structured Analysis & Design, MS-Access, Visual Basic 6.0 (Working Knowledge), Tally Accounting Software, Corel draw, Adobe PageMaker
· MAXIMO, Emperor Application and Tailor Made it applications
Career Accomplishments

· Well Versed in Client Communication         Excellent Analytical Skills

Professional Experience
Purchase Executive / Logistics
Home Care Builders (Karaikal – India)




Aug 2008 To April 2014
Purchase / General Administration
Al-Qudra Holding ( Abu Dhabi – UAE)




8th March 2007 To 31st May 2008
Purchase Executive / Credit Controller / Material Coordinator
Engineering Maintenance Co., ( Abu Dhabi – UAE)


8th April 2004 To 07th March 2007

Purchase / Technical Clerk / Secretary Cum Document controller
Abu Dhabi National Oil Company ( Al-Ruwais – UAE)


September 2001 To 07th April 2004
Purchaser / Administration / Credit controller/Logistics


Evershine Emporium ( Dubai – UAE)




August 1999 To August 2001

Purchaser / Secretary


Green Dome General Trading ( Dubai – UAE)



December 1998 To July 1999

Academic Background

Bachelor of Commerce (University of Bharathidasan) 1995 – 1998

Diploma in information and System Management (Aptech, Karaikal)

Tally ERP 9 (Cachet Soft) 2014

Tally, Accounting Software (ET & T Corporation, Karaikal) 1998

Diploma in High Level Language (Jas Computer, Karaikal) 
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