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PERSONAL DETAILS:
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Date of birth:

01st June 1987

Sex:


Male

Nationality:

Indian
Marital status:

Single
Visa:


Visit Visa. Available for Immediate Joining
Driving License:
In Process (Road Test) Manual.

I

OBJECTIVE:
 ‘am goal oriented and believe in quality and team work, as I am a team player and can work on my own initiative, highly organized and resourceful. I am seeking a challenging and growth oriented position in a progressive company, where I contribute to the organization's success with my financial expertise & through my innovative ideas and desire to achieve excellence.​​​​​​​​​​​
EDUCATION QUALIFICATION:
1. Bachelor of Business Administration (BBA)
Sikkim Manipal University – (SemVI)- (Pursuing)
2. Diploma in Electrical Engineering.
3. Certificate in Instrumentation and Electrical.

             Industrial Training Institute (ITI), Goa, India

· Advance in PLC and Automation (Instrumentation)

· Pneumatic valves, motors, etc.

· Solenoid valves.

· Hydraulic motors, valves, etc.

· Production and Manufacturing.

· Lathes, CNC, milling, etc.

4. 12th Delhi Board Certificate, Commerce.
TECHNICAL SKILLS:

· Auto CAD 2D- 3D.

· Revit Architecture.

· MS office (Word, Excel, PowerPoint)

· Internet browsing & E-mail operations.

· Google Sketch-up.

· CF- collective Fleet (Vehicle management system)

· SAP logon 730
WORK EXPERIENCE:
Worked for:
Beèah – Sharjah Environment Company. Sharjah -UAE
Position:
Administrator / Procurement-Purchase Assistant – Vehicles Fleet management.
Period:

September 2013 till October 2016.

Reporting to:
Warehouse Manager.

Responsibilities:
Procurement

· Responsible for managing the procurement, logistics and supplier sourcing of a wide range of equipment, machinery and supplies.

· Making and posting GRN in the EPR program; Processes purchasing orders as required; tracks orders and follows up with vendors for the supply of ordered items.
· Posting material requirement in the ERP, Prepares and issues parts requisition, purchase request & entering and issuing work orders from day to day.
· Monitors and maintains current inventory levels: Records purchases, maintains database, performs physical count of inventory, and reconciles actual stock count to computer-generated reports. Re-stocks items as necessary; Organizing & labeling Store shelves.
· Ensuring the quality & quantity of the material purchased.

· Leading, guiding, and training staff/ employees performing related work;
· New vendor development, documenting and creating Purchase orders into SAP. Monitoring in-house inventory movement and complete inventory transfer forms for bookkeeping purposes.

· Supervise warehouse operations and oversee employees and also Contact vendors.

· Multitasked with miscellaneous job-related duties as assigned.
· Knowledge of spare parts of sweeper machines, Waste collection Compactors and Compact vehicles to Heavy Trucks.
Administration

· Coordinate office management activities.

· Provide general administrative support such as preparing and composing correspondences, processing confidential documents, tracking deadlines, forms and reports.

· Maintain filing, Routing correspondence: Drafting letters, Creating and modifying documents; scanning; collecting and analyzing information;

· Emails and mails: checking and distributing incoming emails.
· Processing and Approving invoices for payment, preparing vouchers, and receipts for payments.

· Serves as cashier and handle cash and cash-related payments includes pettycash & daily expenses.
· Making & receiving calls, coordinating externally with the buyers and internally within the department and negotiating with vendors for rate, delivery & payment terms thereby maintaining relationship with vendors/ suppliers.
Worked for: 
Patzschke Architecture & Urban Design Pvt. Ltd. Goa, India

Position: 
Maintenance Officer / Admin Executive.

Period: 
August 2011 to April 2013

Reporting to:
Managing Director.

Responsibilities:
· Preparation of Auto CAD drawings and modifications.

· Supervising of installation & construction works on sites and preparation of monthly programs.

· Managing the work environment and practices.

· Assisting the contractor and manager’s with efficient completion of works & facility management.

· Developed and executed procedures and policies.

· Coordinated, Negotiated and finalized contracts as per company directives.

· Maintained quality control processes to ensure products/services meet quality standards; lead implementation of process improvements. Drive improvement strategies in all key metric areas; manage production flow, staffing schedule and resources to budget and plan.

· Performing clerical and administrative duties, attending phone calls & coordination.

· To be responsible for maintaining stationery levels and reordering as necessary.
· Handling Petty cash and payments & typing out quotations, receipts, vouchers, etc.
· Discussing quotes and Pricing of materials with supplier, and preparing quotations.

· Receiving and checking the quality of goods from suppliers & making purchases.

Worked for:
Braj Binani Group, Goa Glass Fiber Pvt. Ltd., Goa, India.

Position: 
Trainee Instrumentation Mechanic 

Period: 
June 2009 to June 2010

Reporting to:
Team Leader.

Responsibilities:

· Handled Distributed Control System.
· Scada system PLC.
· Supervised maintenance, Calibration and installation of instruments related to pressure, temperature, flow and level, proximity sensors.

· Calibrate instruments or test equipment according to established standards.

· Prepares schematic drawings, sketches, and reports to reflect changes or alterations.
LANGUAGES:

Fluent in English, Hindi and Konkani.
SUMMARY:

· Over 03 years of experience in Procurement.

· Consistent performer with a strong track record, positive attitude, with ability to handle assignments under high pressure.

· Responsibilities of Fully Computerized & SAP Procurement. Screening of Requisitions Prior to Forwarding for Procurement department. Physical Inspection, Stacking, Maintaining Minimum & Maximum Level of Critical & Fast Moving Items, Maintaining All Procurement Documents.

· Materials Management, Purchase order work based on SAP and online Purchase Order is prepared in SAP, Manual. Stock Verification, Analysis of Vendor Performance & Price Variance & Purchase related all responsibility.

· New Vendor Development, Price Negotiation with vendor, Material Delivery and Payment etc.
	
	



