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ANIS 
Procurement Management Professional

C/o-Mobile: +971503718643  |  E-mail: anis.216481@2freemail.com 



	PROFILE SUMMARY
	

	Result-oriented, Proactive Mmanagement professional offering the benefit of a successful 9 ½ year’s progressive experience in Procurement: -International & Local / Operations: Logistics, serving UAE’s leading companies in Engineering/Construction/Govt sector. Prompt learner with skills in identifying operational requirements, creating implementation strategies and effectively coordinating with cross-functional teams to achieve objectives. Proven abilities in optimizing costs through development of alternate sources and effective vendor negotiations.  Astute in identifying areas in procurement systems, processes and Operations in need of improvement with the vision to develop and implement successful action plans. Ability to perform assignments of a difficult nature with a high degree of accuracy. Ability to work in a fast-paced, collaborative environment and handle multiple tasks with minimal supervision. Approved Internal Auditor Certified by TUV NORD for ISO Standards – ISO: 9001, ISO: 14001 and OSHAS: 18001. 
STRENGTHS

	· Category Management
· Strategic Industry Management
· Project Management
· Relationship Management

· Professionalism
	· Negotiation Skill

	· 
	+ Financial acumen

	· 
	· Aptitude for Technology

	· 
	· Result Focused

· Analytical Skills 

	

	Qualifications 
	

	Master of Business Administration (MBA)
Rajagiri Int’l School for Education & Research, Cochin, India

Assumption Business Administration College, Bangkok, Thailand 
	2006

	Bachelor of Business Administration (BBA)
Muslim Educational Society College, Kerala, India 
	2002

	Diploma in Information Technology (DIT)
Manipal University, India


	2000

	Professional Certfications
	

	· Living the Values (7 CPE Nasba Credits)

· Certified PMP (Performance Management Process) professional.

· Certified Purchasing and Contracts Professional (Maximo) in Year 2013.

· Certified MS-Excel for Finance and Accounts professionals in 2013 by Execu.

· HABC, Level-2 certified in QCF regulated by OFQUALl (Lly Wodraeth Cymru Welsh Govern) in 2013.

	Academic Credntials
	

	· Completed Masters in Business Administration distinction with Grade ‘A’ Honours.

· ‘Outstanding Performer’ of Masters in Business Administration (walk & rally) program at ABAC, Bangkok, Thailand.

· Honour award with ‘ACADEMIC LIST OF HONOUR’ for the academic performance for overall semester in MBA, Bangkok, Thailand.

· Diploma certified professional in IT. 

· Certified National Cadet Corp completed NIC at Madhya Pradesh, India (governed by Govt. of India).
· Entrepreneurship Awareness Camp in Leadership Quality in May 2006
· Rotary Youth Leadership Award and successful completion of its national level training camp conducted by Rotary at Ooty in Feb 2003.



	Achievements
	

	· Delivered successful results against strategic objectives, whilst working within the organization’s core values and beliefs.

· Delivered track record of significantly reducing costs and also improving company’s processes and corporate purchasing policies.

· Gained Millions of saving for the company through negotiation and by using effective / creative purchasing.

· Successfully worked along to the completion of implementing Annual Procurement Plans.

· Works under pressure and delivered various projects successfully within the specified lead-time.

· Acclaimed various certificates and awards in Sports, Athletics at School & College level competitions.  


	Professional Experience
	

	ABU DHABI NATIONAL EXHIBITIONS COMPANY (ADNEC)

ABU DHABI, U.A.E

Company Profile: ADNEC Group is an Abu Dhabi government owned international venue development and business Management Company. ADNEC Group's portfolio currently includes the Abu Dhabi National Exhibition Centre, Excel London - The UK capital's largest exhibition Centre, The Al-Ain Convention Centre, Capital Gate and a number of commercial projects.


	Procurement Officer
Abu Dhabi National Exhibition Centre (ADNEC), Abu Dhabi, UAE
	Jan 2013 – Present

	Procurement Coordinator
Abu Dhabi National Exhibition Centre (ADNEC), Abu Dhabi, UAE

	May 2008 – Dec 2012

	Areas of Expertise 
	

	Procurement Engineering 
· Channelize the management of procurement process right from initialising RFQ, negotiation, contract closeout, and claims of processing.

· Manage and administrating the overall tendering process for purchase and supply of various requirements within operational and capitalised budget till the possession of establishing successful agreements.

· Handle administration of contracts and includes expediting, arranging the inspections as per ITP plan, control over submission of project documentation, logistics for purchases in collaboration with the successful contractor.

· Ensure awarding the contractor for value of money and delivery of goods are within the timeline.
· Review /assess technical detail, Bill of Quantity and drawings to determine suitable vendors and suppliers.

· Analyze and evaluate all purchasing requests to ensure clarity and completeness of material - equipment. 



	General Management (Administration & Operations)

· Skilled in management duties, business, strategy development, staff motivation and client service.

· Ability to ensure smooth functioning in handling projects overall day-to-day operations.  

· Plan, develop and carry out strategy for management and development to meet agreed organizational performance within agreed budget and timescale.

· Facilitate flow of information - materials across the organization, suppliers and customers besides leading various teams towards achievement of maximum profitability and growth.

· Liaise with other managers to share best practices, industry knowledge and understanding operational.

· Identify problems, analyze options and apply solutions for operational efficiency. 

· Fixed Asset management and it disposals.


	Proven Job Role 
	

	Procurement Officer
Abu Dhabi National Exhibition Centre (ADNEC), Abu Dhabi, UAE
	Jan 2013 – Till Date 

	Procurement Officer, Abu Dhabi National Exhibition Centre (ADNEC), Abu Dhabi, UAE
· Ensuring that assigned procurement projects and tasks are completed accurately within specified deadlines.

· Reviewing documents to ensure they are complete, accurate, legally defensible, technically correct, and comply with the Procurement practise and standard laws; analysing and reviewing policy and procedure applicable to procurement activities.

· Composing correspondence for Department of Administration approvals such as sole source, emergency procurement, brand name/ logo approval, request for quotation approvals, off-contract requests, etc.

· Reviewing and preparing documentation on all formal and difficult technical bids, and responding to bid protests.

· Preparing and distributing written communications such as bulletins, newsletters, etc. to inform and update colleagues of new or revised information.

· Responsibly reviewing large value purchase orders, preparing and managing requests for proposals and reviewing the bidding process.

· Negotiating for best purchasing package in terms of quality, price, term, delivery and service with suppliers and sub-contractors assigned.

· Maintaining complete updated purchasing records, data and pricing in the system.

· Scheduling supplier meeting and conducting Vendor Performance Survey.

· Purchasing and issuing orders in accordance with specifications.

· Selecting the best one to be awarded low prices bid after reviewing and analyzing within procurement policies of the company alongside adhering to the guiding principle of the purchases.

· Fulfilling the role as a good team player with integrity, interpersonal, organizational and perfect time management skills.

· Providing training to new employees in specific areas as per company’s Procurement Policies. 
· Interface with different business units to maintain effective business functions.


	Procurement Coordinator
Abu Dhabi National Exhibition Centre (ADNEC), Abu Dhabi, UAE
	May 2008 – Dec 2012

	

	Procurement Coordinator, Abu Dhabi National Exhibition Centre (ADNEC), Abu Dhabi, UAE

· Handled responsibilities for Order Placement Timing, Supply/Demand Alignment, Material Replenishment and Supplier Performance.  
· Sourced out the most affordable materials for the company’s request within the budget.
· Established successful annual price agreements to standardise the price from occurring any variations.
· Planned and organized the procurement process involving formalizing tenders, purchasing of materials, equipment and services from manufacturers and suppliers.

· Vendor Management: Worked close with pre-qualifications team to identify potential vendors for different service and material requirements.

· Contract Management: Prepared contract in relation to the service, material purchases at post tendering stages.

· Prepared documents such as Request for Quotation, Evaluations of Bids and recommended the most highly scored supplier for the procurement. 

· Negotiated and settled with supplier damage claims, rejections, and losses, return of materials, over-delivery, and cancellations; led new team members to department for providing work direction and completion of assignments.

· Prepared inquiry documents about commercial standards, technical specifications, BOQ’s and Designs as per company’s requirements.

· Planned for procurement of materials, components, supplies and services for the company in accordance with standard operating procedures & contract requirements.
· Consistently monitored, evaluated for achieving improved supplier performance.



	IT Skills 
	

	· Diploma in Computer Applications by Manipal University, Manipal, India

· Proficient in Microsoft Office and its application, MS Great Plain 

· Adept in SPSS (predictive analytics software program) 

· ERP : System Microsoft AX

· Accounting Package : Tally

· Microsoft AX Dynamic (Procurement Module) ERP Expertise


	Personal Details
	

	
	
	

	Nationality 
	:
	Indian

	Date of Birth 
	:
	12th May 1982

	Marital Status 
	:
	Married 

	Visa Status 
	:
	Employment Visa 

	Driving License 
	:
	UAE valid license

	Languages 
	:
	English, Hindi, Malayalam & Tamil 

	References 
	:
	Available upon request 
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