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Objective 
:
To work in a conducive environment for reputed organization which provides opportunities to learn & enhance work skills, that will help me grow & excel my career which will contribute positively towards organizational growth.

Profile
:  Total 14 years experience of which More than 3 years as Procurement/Purchase  Co-ordinator

:
MBA in Supply Chain Management
Skills
· Negotiating skills:
Ability to negotiate contracts with suppliers and forging long-term relationships

·  Analytical skills:
Ability to compare, contrast and interpret data and having a keen attention to detail. 

· Leadership skills:
Ability to foster teamwork and drive results among colleagues at different levels of the organization. 
· Computer skills:
Strong aptitude in Microsoft Office Suite, specifically in Word, Excel and PowerPoint. Comfortable with learning new software.
· Communication skills:
Effective customer service skills with suppliers, maintaining a professional image and being culturally sensitive.

Experience

· Since June 2011 – Procurement Coordinator 
M/s. BEAM Engg & Constn (Gulf) Co. Ltd. Sharjah, U.A.E     

· October 2003 – Jun 2011 –Projects Coordinator 
M/s. BEAM Engg & Constn (Gulf) Co. Ltd. Sharjah, U.A.E     
· January 2001 – August 2003 System Administrator, ERP in Charge 
M/s. RENCO Pvt .Ltd, New Bombay, India- (Complete software and Hardware Consultancy Company.)

· January 1999 - January 2001 Office Administrator cum Accountant
M/s. ROLINS Eng. Construction, New Bombay, India 
Strength 
Procurement /Project Coordination
· Planning and controlling the purchase & supply of all the shipments for items & services.

· Flotation of the purchase enquiry or tender. 

· Open, tabulate and analyse the quotation.

· Cost analysis and feasibility study of projects during tendering.

· Negotiating price and terms of products with suppliers.

· Reviewing all contracts/agreements and price and short listing promised vendors or suppliers to achieve ‘best price/best quality’ purchasing.

· Preparing & processing requisitions, purchase orders & invoices for purchases

· Giving sourcing input to colleagues to aid business planning & development.

· Making recommendations to senior management on all purchasing issues.

· Maintaining records of supplier contracts, agreements, goods ordered received.

· Managing vendor relationships and building effective supply chain partnerships.

· To ensure that purchases arrive on schedule.

· Stay abreast of new processes, technologies, materials, purchasing methods and market conditions.

· Preparing LC drafts and ensuring it’s done in accordance with the company with company policy and regulations.

· Covering the insurance once the ship sails from the port of loading and in case of any claims or demurrages assessing the damages & the reason behind it and taking it up with the insurance company or the shipping company or whomever responsible for the settlement of the claim.
· Payment for suppliers.

General Administration:
· Preparing routine correspondence, review and distribute and ensure follow up, 

· Performing and coordinating an office’s administrative activities, traveling arrangements, storing, retrieving, and integrating information for dissemination to staff and clients.

· Responsible for vacation schedule, overtime schedule, holiday schedule, timesheets and all  the other  administrative function,  

· Preparing staff schedule and responsible for maintaining computer database of all the personnel. 

· Documentation for ISO certification & Regular Backup of the files
· Preparing Reports, Minutes of meetings, spreadsheets, Input data into database,

· Power Point presentations and develop graphs. 
Academic Credentials
:
MBA in Supply Chain Management with A Grade

 
Sikkim Manipal University

:
B.Sc.   Physics with First class

 
  University of Kerala


:
Post Graduate Diploma in Computer Application(PGDCA)


(From  AICT, Kollam, Kerala)
Personal Details :

Driving License

: Valid UAE Driving License 

Date of Birth


: 28-05-1977

Religion


: Christian

Languages Known

: English, Hindi, Malayalam.

Visa status


: Residence visa 
I hereby certify that all the details furnished here are true to the best of my knowledge and belief.






