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Personal Information:
Sex                : Male

Nationality      : Indian

Marital Status : Married
Languages     : English, Hindi & Malayalam                  

	Objective

A qualified and experienced person, possessing extensive experience in computer & people management, looking for a dynamic company to learn and gain experience to pursue a highly challenging career; to apply knowledge, acquires new skills and contributes constructively to the organization.
Education

Bachelor of Science (B.S)

Mahatma Gandhi University, Kerala, India
Duration of course: June 1988 - March 1991
A three-year Bachelor's Program at N.S.S H. College, Changangacherry, Kerala, India 
Professional Qualification 

· HSM (Honors Diploma in Systems Management) (PG Diploma), NIIT Trivandrum, Kerala, India
Technical Skills

· Applications : MS-Office (MS-Word, Excel, Access, MS-Outlook Power Point), Internet
· Spreadsheets : Lotus 1-2-3, VP Planner

· Hardware :  Assembling, Installation, Maintenance of  desktops
Middle East Experience – More than 10 years
· Purchase / Inside Sales Officer
Stevens Supply International, Dubai
Period: June 2011 till Date
· Office Administrator cum Purchase Assistant,

     Al Bayan Teaching Aids & Supplies (Manama, Bahrain)       
     Period: June 2005 to Aug 2010
· Technical Lead / Senior System Developer,

            DAS Computer (Sharjah, U.A.E)
     Period: July 2003 to Jan 2005
· Purchase Assistant,
           GMMOS LLC. (Dubai, U.A.E)
           Period: May 1996 to Aug 1999
Experience in India
· Senior Programmer / Programmer,
Sun Infosys (Kottayam, Kerala, India)

Period: Dec 1999 to May 2003

· Programmer,
            Microtek, (Trivandrum, India)
Period: May 1994 to Jan 1996
· Project-In-Charge / Machine Room Assistant,
     NIIT, (Trivandrum, India) (1992, 1993)
Achievements & Strengths
· Appreciation for Excellent Customer Service from Customers 
· Appreciation for Experienced Employee
· Ability to work independently or as part of a Team or in diversified teams
· Ability to prioritize, juggle numerous projects and changing priorities
· Ability to work with a minimum of technical supervision
· Excellent communication and presentation skills
· Ability to adapt changes based on new business requirements and environment
· Having a positive and can do attitude towards everything
· Team player with customer service focus
· Ability to multi task

	Employment Summary

2011 -
Purchase / Inside Sales Officer
      Period: 27th June 2011 to till date (1 year and 9 months)

                    
Stevens Supply International L.L.C, Dubai, U.A.E.

                       Company Profile: Stevens Supply International (SSI) was established in Dubai, a major regional centre for the oil and gas industry, to provide the kinds of products and services for various clients. SSI stocks High pressure pipe and fittings AISI 4130 grade, most valve type (Balon, Kemper, KF Valves), Pipe Wipers (Katch Kan), Ring Gaskets, Hammer Unions (ABCO) etc.
· Researching for New Suppliers & Following market Trends

· Preparation and floating RFQ’s to appropriate vendors
· Liaising with the Suppliers & Negotiating Prices with them
· Quotation Analysis and comparison of offers
· Preparation of comparison statements
· Preparation & submission of online tenders (Oracle & SAP) on a time limit environment. 

· Communicating with vendors to secure competitive pricing for a better margin
· Liaise with Engineering Department & Technical Department for the technical clarifications
· Obtaining approvals from the senior management
· Preparation of Purchase Orders to the suppliers
· Preparation of Proforma Invoice to the clients.
· Co-ordination with warehouse and vendors for the delivery, material returns etc
· Follow up with Suppliers concerning delivery times
· Delivering of the materials (making Commercial Invoice, Packing List, Delivery note etc.) 
· Follow up for client & supplier payment issues 
· Preparing Reports & Reporting to the senior management

· Projecting Stock Levels
· Filing of Documents and handling inter-office communications
1996 - 1999
Purchase Assistant,

       Period: 4th March 1996 to 30th Aug 1999 (3 years and 5 months)

                    
Gulf Marine Maintenance and Offshore Services L.L.C, Dubai, U.A.E.

                       Company Profile: GMMOS – A holder of ASME U, U2, S, R PP Stamps & ISO 9001-2000 which deals with marine and offshore construction, hook-up modification & maintenance, process packages, Pressure Vessels, SBM Buoy refurbishments, heat exchangers and structural piping fabrication
· Assisting the purchasers
· Preparation and floating RFQ’s to appropriate vendors
· Liaise with Engineering Department & Technical Department for the technical clarifications
· Quotation Analysis and comparison of offers
· Preparation of comparison statements
· Obtaining approvals from the senior management
· Preparation of Purchase Orders
· Co-ordination with warehouse and vendors for the delivery, material returns etc
· Filing of Documents and handling inter-office communications
2005 – 2010
Office Administrator cum Purchase Assistant,

Period: 4th June 2005 to 11th Aug 2010 (5 years and 2 months)

                         Al Bayan Teaching Aids & Supplies (Manama, Bahrain) 
· Create and keep address list of Travel agencies
· Sending emails to the General Managers of Travel agencies
· Secretarial jobs and handling postdated cheques
· Make Receipt Voucher, distribute it to accounts department & file one copy for Real Estate Business
· Tenant management for Real Estate Business
· Give support to the School Management System and Real Estate Management System
· Give monthly & annual report of Tenants rent payment
· Make accurate purchases of material supplies for real estate required and take customer payment

· Maintain good relations with the customers and maintain an efficient working environment

· Support the business plan as and when required including working extra hours if required
· Vendor Management and Asset Management



	2003 – 2005
Technical Lead / Senior System Developer,

Period: 10th Jul 2003 to 14th Jan 2005 (1 year and 6 months)
                                 DAS Computer (Sharjah, U.A.E)
· Perform feasibility study and proposals of new/modified systems

· Perform analysis, design and review of user specifications

· Perform detailed design of functional modules

· Prepare functional and technical specifications

· Manage and Develop the coding for new programs or modification of application packages

· Perform system tests to ensure system meets users’ specification

· Assist and develop in the migration of applications from development to testing to production

· Analyze, develop and recommend design approaches necessary to meet production requirements for new or improved products

· Recruit new programmers for fresh projects
1999 - 2003
Team Lead (10 members) / Senior Programmer

Period: 1st Dec 1999 to 15th May 2003 (3 years and 6 months)


Sun Infosys (Kottayam, Kerala, India)


1994 – 1996      Programmer
Period: 1st May 1994 to 31st Jan 1996 (1 year and 9 months)

Microtek, (Trivandrum, Kerala, India)
1992 / 1993      Project-In-Charge / Machine Room Assistant
Period: 13th Dec 1993 to 13th Mar 1994 (3 months) & 1st Oct 1992 to 31st Dec 1992 (3 months)

NIIT, (Trivandrum, India)
          References

References shall be provided upon demand


