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Summary Information 

I am honest, hard working and dependable individual with a smart personality. Professional in workplace and able to integrate well with the team. I have a practical business nature with a flexible approach. 

Seeking employment in any Position suitable to my skills, education and varied work experience where I can contribute to the benefit of the business, Deserving of an opportunity to prove myself

	
	· Post Graduation in Biotechnology 
· Computer Proficient Professional
· Valid Dubai Driving License holder
· Certified Purchasing Professional
	
	· Well Trained & Project Experienced
· Preparation & Presentation of Reports
· Dedicated Personality-Team Player



CAREER PRÉCIS

· A Vivacious Certified Purchasing Professional with overall 8 years of diverse experience which includes 6 years in the areas of Purchase Operations.

·  Currently Working as Procurement Assistant in Acciona (Fujairah Desalination Plant),UAE.
·  Worked as Purchaser at a Fiber Glass Industry in Ajman, UAE
· Worked as Telesales Executive at Emirates NBD Bank (Insurance Division).
· An energetic, self-motivated team player with abilities in requirement gathering, examination, evaluation and customization.

· Gained 2 years’ sound media exposure as a Host & News Reader for national and different regional channels.

· Excellent interpersonal, analytical and troubleshooting skills with ability to synthesize complex information and communicate technical issue.

· SCHOLASTICS

· Certified Purchasing Professional (CPP) From American Purchasing Society, UAE in 2014. Secured 80%.
· M.Sc. (Biotechnology) from Malankara Catholic College, Mariagiri, M.S. University, Tirunelveli, India in 2008. Secured 70%.

· B.Sc. (Biotechnology) from A.J. College of Science & Technology, University of Kerala, India in 2006. Secured 65%.

· T.V. News Reading & Compeering from Centre for Adult Continuing Education & Extension-CACEE, University of Kerala, India in 2004. Secured 70%.


IT Skills: 

· Bioinformatics Software, Adobe Photoshop, ERP System, MS Office (Word & Excel) and Internet and E-Mail Applications.

CAREER SCAN

Since 2013 (November) onwards in Acciona (Fujairah Desalination Plant) Procurement Assistant
Principal duties & responsibilities:

· Taking The Purchase requisition from stores Department for the production

· Checking of the price of the materials from the market

· Sending purchase enquiry to all the concern suppliers
· Obtain quotations from competent suppliers in a timely manner in order to process Purchase Orders efficiently

· Responsible for tendering processes and administration of medium and complex PO’s / Contracts in accordance with policies, procedures and specified PO requirements
· Tracking of the lead time of materials receiving

· Maintains adequate sources of supply in accordance with the company’s requirements, specifications and standards
· Preparing and  keeping Subcontract files and using them as reference for the future
· Tracking of the purchase orders sent to the different suppliers
· Having periodically meeting with the suppliers

· Discussions with the suppliers for the payment terms and getting the maximum payment terms

· Analyze and negotiate purchasing contracts within the budget subject to the approval of Cost controller.
· Preparing the LPO and following up with the suppliers for the delivery of materials.
· Making sure that the materials received are of good quality and according to the demand.
· Checking for the new suppliers in the market, meeting with the suppliers and convincing them for the credit facility.
· Establish credit facilities with at least 85% of suppliers.
· Discuss defective or unacceptable new goods or services with users, vendors and others to determine cause of problem and take corrective and preventative action. Ensuring that the production should not stop due to the unavailability of Raw material.
· Verifying and insuring that all PO terms and conditions are met. Alert project management on potential variations and / or claims and advise on measures to counter claims.
CAREER SCAN


Since 08’ -013’(june) Image Fibre Glass Industry LLC. Ajman, UAE
Purchaser
· Taking Quotations from the different suppliers.
· Track and monitor Purchase Requisitions received from various sites.
· Process Purchase Requisitions in line with the timelines stipulated in existing team objectives.
· Value for money procurement – achieve savings in accordance with the agreed objectives.
· Establish credit facilities with at least 85% of suppliers.
·  Preparation of the Comparison statement.
· Order materials and services as per negotiated and appropriately approved. Review quotations.                               
· Engage with suppliers to emphasis the importance of Quality, Health, Safety, Security and Environment in all our business transactions.
· Taking care of all the cash purchases.
· Collect all the necessary information and follow relevant policies and procedures in order to ensure the timely and accurate issuance and sending of POs to the approved / selected supplier
· Performing day-to-day procurement activities in order to ensure that work is correctly prioritized and completed as per procedures, standards, and departmental requirements
Core Working Relationships: 
· Working closely with the team, line managers, clients, suppliers.
· Experiences in Procurement of   Electrical, sanitary , building materials, MEP , construction, Water treatment equipments, GRP, GRC & PREFAB .
COMMENCED CAREER

Emirates NBD Bank (Telesales Executive the insurance division)



    

National Channel (DD-4), Kairali TV and People TV (T.V. Host, English News Reader)

Highlights

· Successfully hosted the following events:
· Kerala Film Festival for a Reputed Channel.
· Seminars for Indian Medical Association.

                             PERSONAL DETAILS
Nationality
:  Indian

Age        
:  29 yrs

Marital Status:  Divorced
Visa Status
:  Employment Visa
Languages
:  English, Hindi, Tamil& Malayalam
Driving License: Valid Dubai Driving License holder
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