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CAREER OBJECTIVE

Seeking a challenging and rewarding position in Supply Chain Services.
EXECUTIVE PROFILE
A professionally trained, highly competent Procurement professional with CPP & CPPM certification from American Purchasing Society. Working with offshore drilling contractor which provides drilling services to Oil and Gas industry. Exceptionally versatile, adaptable, dedicated hard-working individual and team player. Ability to manage multiple tasks in pressurized environment and self driven. Recognized for exceptional work ethics, integrity and commitment to organizational objectives. Capable of Interacting well with people of diverse cultural backgrounds, professional and technical competency.

Professional Experience

Procurement Officer - Seadrill, Dubai- August 2014 to Present

Seadrill is 2nd largest offshore drilling contractor, which has operation in North and South America, Europe, Africa, Asia Pacific and Middle East. Seadrill operate a versatile  offshore fleet of 51 drilling rigs that comprises drill ships, Jack-up and semi-submersibles for operations in both shallow and ultra-deepwater areas.
  • Responsible for the global procurement of Equipment and spares for 2 Drill ships (West Saturn and West  
    Jupiter),which operate in Africa Region. Also responsible for the International purchase for 2 Jack Up
    Drilling Rigs West Elara and West Linus, which operates in North Sea.
 • Reviewing & analyzing purchase requisitions for completeness & accuracy of information, Obtain the quotations
    from Approved Vendors and placing orders in ERP System(Oracle). 

 • Negotiate the price with suppliers and generate cost savings. 

 • Prompt follow up for all urgent orders, till delivery to nominated Freight Forwarder and to end user.

 • Review open purchase orders and expedite the overdue PO’s with Suppliers.

 • Assist Invoice processing department for any invoice discrepancies. 

 • Review & approve invoices for payment processing. 

 • Check  Inter Rig Transfer opportunities prior to placing the orders for cost reduction and optimization.
 • Ensure the processing time for PR to PO as per department KPIs. 
Topaz Energy and Marine ,Dubai - as Procurement Officer   December 2011 – December 2013
Topaz Energy and Marine is a leading offshore vessel support company providing marine solutions to the global energy industry. Topaz Marine has substantial operations throughout the Middle East and the Caspian, with additional vessel operations in South America and West Africa .
Task and Responsibilities
( Responsible for the global procurement and related logistics of ship spares and consumables for 10 vessels
  operating in Middle East and Africa Region.
( Receive the requisitions from vessels, identify suitable suppliers from Approved Supplier List,obtain quotations,
  review and analyze quotations, obtain approvals, process Purchase Orders in ERP system(JD EDWARD), verify 
  for accuracy and completeness of the order.

( Upon readiness of order, arrange to move the cargo to required destination by selecting the suitable freight forwarder and route.

( Preparation of shipping/export documents and follow up on timely delivery.

( Follow up with suppliers and freight forwarders on issued Purchase Orders until receipt confirmation from End User.
( Handled the dry docking of several vessels, complete procurement of heavy equipment such as (main engine & auxiliary engine spares), anchor chains, sea water cooling pumps, compressors, valves, VHF communication systems, Radar systems, filtration system, etc.

( Ensure effective and timely status reporting.
( Vendor evaluation and upkeep of Qualified Supplier List(QSL).

( Follow up accounts for timely payment to suppliers.
Smit Lamnalco, Sharjah as Purchasing Officer                                         July 2007 - April 2011                                                                                                 
Smit Lamnalco is the leading provider of safe and efficient towage and associated marine services to the oil and gas terminal industry. With more than 190 vessels and over 3,000 employees worldwide, Smit Lamnalco is dedicated to providing marine support services tailored to the operational needs of global customers in local markets.
Task and Responsibilities
• Handled global procurement & logistics of ship spares & consumables for 22 vessels across Middle East, Africa and Australia region.

• Analyze the purchase requisitions received from vessels, operation bases, new projects etc, identify appropriate suppliers from the  Qualified Supplier List(QSL), obtain quotations, review and analyze quotations, obtain approvals, process Purchase Orders in ERP system(Microsoft Great Plains), and verify for accuracy and completeness of the orders.

• Co-ordinate technical queries with operations and negotiate terms & conditions with suppliers to full compliance.
•Checking supplier’s invoice against despatch & purchase order and close the transaction.
• Independently handled the complete mobilization of New built vessel MV Manakin from shipyard in Mumbai to operating area in Qatar 2009(For MAERSK)  

• Hiring of various equipment and temporary Office Cabins   for BP Sharjah- Dive Intervention job   
Atlas Real Estate, Dubai as Executive Secretary                           August 2002-December 2006

Task and Responsibilities

• Participated in activities pertaining to day- to-day operations of residential properties, renewal of contracts,

   Enquiries, occupancy rates, etc         

• Handled the procurements of spares and consumables for building maintenance. 

• Establish contracts  required for maintenance and upkeep of residential properties through tendering.
• Devised cheques, vouchers, bank statement reconciliation, etc.

• Handled hotel reservations and travel arrangements for office staff & company guests

• Insurance  transactions for company vehicles and properties
PREVIOUS EXPERIENCE

K.G. Trading L.L.C., Ajman as Secretary                                         December 1999 – July 2002
Academic & Professional Qualifications.

• B.Sc. (Mathematics) – Calicut University, India – (1991-1994) passed with First Class.

• B.Ed (Mathematics) – Calicut University, India – (1995-1996) passed with Second Class.

• CPPM (Certified Professional Purchasing Manager) From American Purchasing Society (APS)-2012
• CPP (Certified Purchasing Professional) from American Purchasing Society (APS) -2009.

IT SKILLS
Diploma in Computer Applications (MS Office, Windows XP), Microsoft Outlook & Lotus Notes. 

Accounting Package: Tally 6.3

• ERP Business Solutions –Microsoft Great Plains.

• Captaris Work Flow for procurement.

• Oracle based ERP Software JD EDWARD
• IFS  & Oracle 
TRAININGS ATTENDED 

• Assertiveness Skill and dealing with Difficult Situations from Spearhead Training, Dubai.
• L/C Export Import Documentation

• Born To Win (NLP Personal Excellence Programme)

Personal Details
Date of Birth



: 25th May 1973
Martial Status


   
: Married with 2 children
Sex




: Female
Nationality



: Indian
Visa Status



: Employment Visa
Languages Known


: English, Hindi and Malayalam
Driving License


: Valid UAE driving license
*******
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