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Career Overview and Objective
An English Literature graduate with experience as a Purchase Executive interested to develop a career in a reputed organization with committed and dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in challenging and creative environment.
Work Profile
· Worked as Purchase Executive with GODO Group, Palakkad for 2 years
· Worked as English second language teacher in vyasa vidhya peedom ,sreekrishnapuram for 1 year.

· Worked as UP School Teacher in AUPS KERALASSERY for 1 year.
Purchase Executive with GODO Group, Palakkad (Kerala) (2 years)
Inventory Checking
· Checking with the stores about product inventory and coordinating with Store manager to know the status

· Also keep track of inventory and demand for it so that I can predict when the product might be needed.

Getting Budget Approved
· Securing approvals from finance department and the money sanctioned for the purchase. 

· Also complete all paperwork related to it

Short listing Vendors 
· Finding out which of the existing vendors in the market has the product available.

·  Enter into a negotiation with these vendors and get the best possible rate for the company.

·  Also maintain good relationships with vendors to enhance benefits in long term.

Place a Purchase Order with the Supplier

· Prepare documentation as well keep ready finance in form of Cheque /Demand Draft.
· Send Purchase letter copy to the Vendor to initiate purchase process. 

· Explain all rules and conditions for order and penalty or cancellation in case of non delivery or quality issues.
Follow up for product delivery
· Convey the status regularly to the store manager.
· Negotiate with the Freight Forwarder for good freight cost.
· Keep following up the Freight Forwarder for timely delivery of the product.
Post Delivery Work
· Ask the store manager for feedback on quality

· If the product is found good for use then proceed with payments.

· If it is defective return the products and inform vendor.

Job Skills

· Excellent Negotiation Skills

· Charming and pleasing personality with good interpersonal skills

· Excellent telephone skills and able to manage day to day office administration work
· Excellent English skills with strong ability to work with Managers, Office staff and other related people

· Ability to keep learning and take up assignments which will be challenging and meet deadlines always
· Strong computer knowledge and technically sound to work in a modern office environment
Scholastics

· B Ed English (October 2010)

Calicut University, NSS, Ottapalam with 68.9 %

· Graduation in English Language and Literature (April 2009)

Calicut University, Vivekanda College with 54.2 %
· T.T.C.(September 2006)

Education department Kerala G.S.S.T.T.I.Perur with 58.4%
· Class XII (Science) (March 2003)

Education Department Kerala, GHSS Munnurcode with 61.30%

· Class X (March 2000)

Education Department Kerala, GHSS Munnurcode with 71.60%
Technical Skills: 
Completed DCA, ADPA, Office Secretary and SQL courses from HI-TEC Computer Education under the board TCIL-IT (GOVT INDIA UNDERTAKING)
Personal Portfolio
Date of Birth: 
30th May 1986
Gender:              Male
Marital Status:    Single
Linguistics: 
 English, Hindi, and Malayalam
Hobbies:             Passionate about music and has a Fifth Grade in Western Violin from Trinity College, London
Declaration
I hereby declare that all the statements above are true and to the best of my knowledge
