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I am an highly qualified procurement professional capable of working under the strict deadlines to meet organizational goals and possessing six years of experience in the field.
Further, I’m knowledgeable in identifying operational requirements, market survey, tendering process, supplier performance measurement and managing supplier relationships. I can ensure that an organization enjoys a competitive edge by securing the best quality, price and terms from suppliers.
My goal is to offer exemplary leadership and experience in purchasing and supply chain management within a forward thinking company that strives toward business growth.
KEY SKILLS
➣ Excellent knowledge of purchasing methods and procedures
➣ Knowledge of record keeping methods and procedures applicable to purchasing
➣ Knowledge of the application of bookkeeping principles and methods to the keep procurement records
➣ Knowledge of basic principles and practices of risk, data and financial analysis
➣ Ability to establish and maintain effective working relationships with institutional officials and 
     suppliers
➣ Clear and concise communicator with verbal, written and communication skills
➣ Vendor Development, Rate Negotiation and Contracts finalization
➣ Pre-opening setup of Holiday Inn Abu Dhabi’s Stores & Purchasing departments - Year 2009
➣ Pre-opening setup of Crowne Plaza Duqm’s Receiving, Stores & Purchasing departments - Year 2012
COMPUTER SKILLS
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➣Microsoft Office (EXCEL − Word − Power point) – Expert 
➣ FBM (Food Beverage material Systems) - Expert
➣ FMC (Micros-Fidelio – Materials Control) – 
➣Operating Micros 8700 (point of sale)
➣Dealing with lap top and Internet Expert
➣Telephone System
KEY ACHIEVEMENTS
➣ Created supplier database for Crowne Plaza Duqm that gives numerous options to purchase from a most cost effective supplier all the time
➣ Instrumental in negotiating hotel agreements hence getting the best deals in the best Interest of the company
➣ Helped simplify ordering process by educating the end users on how to go about requisitioning process via FBM system
➣ Instrumental in handling international purchases thus expediting the process and completed the staff accommodation projects for Holiday Inn & Crowne Plaza Hotel Duqm successfully
PRESENT EMPLOYMENT
Assistant Purchasing Manager 
Crowne Plaza Duqm Oman (Since November 2012 to date) Part of Intercontinental Hotel Groups
Duties and Responsibilities:
➣ Reports to Finance and Business Support Manager
➣ Handles the OS&E & FF&E requirements related to Pre-opening
➣ Handles with foreign shipment including logistic issues related to purchasing requirement
➣ Handles day-to-day purchasing of F&B, General and technical items according to well-established procedures and policies as by implementing company quality procedures
➣ Responsible for contract administration, follow up and expedite when necessary, evaluate quality of delivered commodities, investigate complaints received on supplies and equipment and takes necessary actions to solve them.
➣ Maintains and updates vendor database system, Ensures that all status reports on bid inquiries and purchase orders are submitted promptly and completed accurately 
➣ Conducts weekly purchasing meeting with agenda and prepares minutes after the meeting
➣ Posts orders to inventory module and produces purchase order for receiver to match against goods received
➣ Ensures products and resources are assigned to the appropriate department and billed accordingly
➣ Controls and analyze departmental costs to ensure performance against budget, implementing corrective measures where necessary to produce positive business results
➣ Coaches, counsel and discipline staff, providing constructive feedback to enhance performance
➣ Obtains quotations as per the requisitions from the other departments (Receive purchase request, Send enquiries, obtains quotations, prepare comparative statement and obtain approvals to issue purchase order, Monitors till the supply chain is completed.
 ➣ Updates sources and maintain all records, Maintains co-ordination with other    departments and suppliers
➣ Negotiates on the behalf of the company for the price and prompt delivery and placing orders.
➣ Incorporate special terms and conditions in the purchase orders meant for new supplier or supply of new items
➣ Verifies amounts and codes on various forms for accuracy, Sorts documents and posts debits/credits to proper account. Balances entries and makes necessary corrections
➣ Ensures that market surveys are completed in coordination with the Executive Chef, F&B Manager and Accountants representative.
➣ Comply with the Company’s Corporate Code of Conduct and familiar with the company values and model desired behaviors
COST CONTROL IN CHARGE
➣ Scrutinize receiving and auditing of receiving clerk’s daily reports 
➣ Handle reconciliation of purchase invoices, control of store keepers, and reconciliation of store entries with actual issues to the user departments
➣ Monitor the issue and receiving procedures, menu planning in association with the Executive Chef and F&B Manager
➣ Handle periodical yield tests and butchery store random spot checks
➣  Liaison with outlet chefs for actual usage of items especially high value items, monitor and supervise the inventories both monthly, daily and periodically, par stock and perpetual inventory in beverages store and outlets,
➣ Manage sales analysis, slow moving and non moving item analysis, sales checks verification, banquet verification and control of beverages in open & cash bars
➣ Prepare the cost reports-flash cost report, potential cost report & monthly cost reports
➣ Carry out spot checks in outlets to ensure sales revenues are accounted and ensure right business in outlets
➣ Handle cash tab verification and spot checks in outlets, periodical market survey and purchase rate control
➣ supervise the controller staffs and attend the F & B meetings & Chefs meetings
➣ Monitor and control staff cafeteria cost as well as overall cost control for the hotel
➣ consistently managing Food & Beverages costs within the budgets.
CAREERE HISTORY
Purchasing Coordinator & Acting Purchasing Manager
Holiday Inn Abu Dhabi (Part of Intercontinental Hotel Groups)
October 2009 to October 2012. 
Duties and Responsibilities:
➣ Report to the Finance and Business Support Manager
➣New vendors’ setup for (Pre –opening) Holiday Inn Abu Dhabi
➣Overall in charge of purchasing, stores and receiving departments, coordinating with kitchen and other departments 
➣ Purchase all required commodities for the hotel and conducts market surveys
➣ Invite quotations, Ensure continuity in supply of effective items to user departments and research into products, markets, price trends etc
➣ Petty cash for spot purchases make sure that purchasing activities are carried out as per IHG Standard
➣  Review and approves the Market List on daily basis and pays particular attention to any discrepancies noted by the Receiving Agent and takes necessary action with the supplier concerned
➣ Informs to the Department Heads on the market trend in regard to the prices and availability of the various products
➣ Order materials and Services as per negotiated and approved suppliers and reviewing of quotes ensuring that three quotations are obtained for each purchase unless a single quotation is logically acceptable
 ➣ Make sure that all purchase orders are allocated in the FMC system and duly approved before acquiring the materials
➣ Maintain file of pending purchase requisitions (those received from the various requisitioner's pending in the system
➣ Maintain purchasing files, Training Receiving Clerk and Storekeeper in the department, help to lower the cost and secure agreements
➣ Liaise with Accounts Payable Department to ensure accurate and timely payment of invoices as necessary for the business with the supplier 
➣ Making Contract, Capital Expenditure report for owning company and doing comparison to get better price
➣ Develop & retain the suppliers/ vendors for the various requirement of the hotel e.g. perishables / Engineering etc at the most economical manner at the desired quality standard 
➣ Follow up for outstanding Purchase Orders. 
➣ Coordinate and communicate with all concerned departments regarding Purchase request and Purchase Orders
➣ Coordinate with suppliers regarding order discrepancies, shipment shortages and transactional errors
➣ Monitor procurement inventories and keep track of all supply dates and scheduled Delivery
RECEIVING / STORES IN CHARGE
Arabian Courtyard Hotel & Spa, Dubai, United Arab Emirates
2007 to September 2009
Duties and Responsibilities:
➣ Extend all store requisitions on a daily basis,
➣ Ensure perpetual inventory for all beverages is kept current and variances are at a minimum,
➣ Reduce spoilage level and systemize stock rotation by ensuring first in, first out, 
➣ Co-ordinate all running functions in the hotel and implements and maintains a proper system concerning the cost control and purchasing,
➣ directly supervises the receiving and storage department Compare monthly physical inventories against the theoretical stocks and report the variances, 
➣ receives competitive quotations and Raise purchase orders accordingly, Month-End Reconciliation, Issue a slow moving stock list at least once each month, 
➣ Special attention and advice to the receiving clerk to maintain proper receiving, 
Especially for high risk food items, Regular Spot check for the store stock status and hygienic proper receiving, action accordingly.
➣  Make sure receiving area is kept clean and maintained as per HACCP requirement, Maintain accuracy of Micros system data and ensure hardware is in good working order liaison with EDP/System Operator, 
➣  Supervise/work together with storeroom clerks to ensure the all incoming merchandise is dated, priced and rotated in all circumstances, Spot check all suppliers’ quotations correctly recorded in system,
➣ Perform any additional duties as assigned by the Finance Controller.
ROOM DIVISION SUPERVISOR
Marco polo Hotel Dubai, United Arab Emirates
April 2004 to January 2007
Duties and Responsibilities:
➣ Responsible for the general stores supplies, Mini-bar supplies and inventories 
➣ Co-ordinate with Food and Beverages, Engineering and other concerned Departments
➣ Help to prepare monthly budget, plan, forecast and making departmental duty roaster, Supervise the department even in absence of HOD
➣ Training and Briefing of associates about working procedure and policies 
HOTEL MANAGER
Hotel Regency Varanasi India
March 2002 to April 2003
Duties and Responsibilities:
➣ Handling complaints and ensuring guest’s comfort and safety
➣ Deal with all enquires in a professional and courteous manner, in person, on the telephone or via e-mail, Assist in keeping the hotel clean and tidy, at all times
➣ Keep up to date with current promotions and hotel pricing, to provide information to guests, Manage and maintain the administration of all reservations, cancellations and no-shows, in line with company policy
➣ Propose and implement effective marketing strategies to maximize room occupancy levels, Ensure that all bedrooms/conference rooms and areas under your responsibility are checked thoroughly at the end of every shift, confirming that they meet our standards
➣ Report any faults or damage in any of the bedrooms (or hotel facilities) immediately to the General Manager
➣ Monitor and oversee maintenance issues relevant areas and liaise with third-party contractors as required
➣ be accountable for all relevant product delivery and stock management (mainly, laundry, cleaning materials and bedroom supplies) including setting stock levels, checking, counting, storage, reconciliation and loss investigation
➣ Manage and maintain effective and efficient use of all reception equipment and hotel systems, in line with company policy
➣ Control and manage all new credit application accounts, sales ledger management and payment administration
➣ Maintain effective communication, at all times, among the team, hotel manager and night manager
➣ Ensure that all members of the team sign in/out on the time sheets at reception
➣ Report any security issues to the General Manager immediately
➣ Take responsibility for extra management tasks, as required, in the General Manager’s absence
➣ Maintain personal knowledge by completing in-house training and workbooks
➣ Always adhere to all company policies and procedures and licensing laws
➣ be involved and contribute at team meetings
➣ Carry out instructions given by the management team and head office Job Description
RECEPTIONIST CUM CASHIER
Hotel Heritage Mumbai India
September 2000 to December 2001
Duties and Responsibilities:
➣ Taking Key Inventory, Maintaining Log book, Checking out room position and blocking of rooms, Maintain expected arrivals and departures, Full control over pickup and drops of the guest, Checking company letters and travel agents vouchers and their validity.
➣  Making Occupancy and Discrepancy reports, Checking of Plans and maintaining records for complimentary rooms/ house guest, Controlling Bellboys, Drivers, and Door Man, Checking Sleep-out and no-Shows, Preparing of Night Reports, Coordinating with other departments for billing and prepare final bill
ACCOUNTS ASSISTANT
Hotel AMARPREET Aurangabad (M.S) March 1999 to August 2000
➣ Verifies amounts and codes on various forms for accuracy, Sorts documents and posts debits/credits to proper account. 
➣ Balances entries and makes necessary corrections, Verifies statement items and totals with department records
➣ Reconciles simple bank statements or department records, Makes and checks necessary calculations.
 ➣ Answers inquiries regarding work being performed, Prepares forms or encodes materials for data Input.
➣ Prepares or checks invoices, requisitions and other documents for processing; encodes and obtains approval when necessary 
➣ Compiles routine numerical information for report purposes by hand or by running routine recurring reports on internal computer records, 
➣ Perform clerical duties such as sorting mail, filing and typing, operates variety of general office equip
TRAININGS ATTENDED  
➣ Refined customer interaction program at Marco Polo Hotel, Dubai.
➣ Enhancing supervisory skills program at Marco Polo Hotel, Dubai.
➣ Certificate in HACCP / Basic Food Hygiene  at Arabian Courtyard Hotel through SQC Dubai
➣ Certificate in Essential Food Safety Training from Abu Dhabi Food Control Authority UAE
➣ Certificate in Essential Food Safety from Crystal International Standard, KSA
➣ Member HACCP Implementation committee Crowne Plaza Duqm, Sultanate of Oman
INDUSTRIAL TRAINING
Underwent as an industrial exposure trainee for six months in HOTEL RAHMAHAL PALACE Jaipur
(A Unit of Taj Group of Hotels) Internship in a resort hotel in rotation position in all departments, I have to know all aspect of the Hotel especially Front Office and Rooms.
EXTRA CURRICULAR ACTIVITIES
Participated in District level games, Azamgarh, India (Volleyball)
Winner at district level games in Volleyball and Cricket
Regular member of college Volley Ball and Cricket team
STRENGTHS
Willingness to work in a team, strong desire to learn, extrovert, pleasing personality and good manners
EDUCATIONAL ATTAINTMENT / ACHEIVEMENT
➣ Aligarh Muslim University India 1997, Bachelor of Commerce (Honors’) Majoring Cost Accounts, Statistics, Banking & Finance 
➣ Aligarh Muslim University (FCI) India 1998, Post Graduate Diploma in Hotel Management (PGDAOM)
➣ VBS Purvanchal University India 2001, Master of Commerce Majoring Economics, Management Accounting, Business Administration
PERSONAL DETAILS

Date of birth


10/12/1976
Sex



Male
Nationality


Indian
Civil status


Married
Driving License


Indian
Languages spoken

English, Hindi, Urdu
Interest
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