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PROFILE
To secure a Procurement/Purchase position within Supply Chain Management in a well established organization with a stable environment that will lead to a lasting relationship in the field of Procurement and Logistics wherein I wish to strongly utilize my consolidated career experience to contribute excellent service and expertise towards smooth business operations in a reputed organization.

AREAS OF EXPERIANCE

	
	Logistics &Supply Chain Management
	Warehouse System & Transportation
	Oracle ERP
	

	
	
	
	
	
	

	
	Target Achievement
	Sourcing & Purchase
	Negotiation
	

	
	
	
	
	
	

	
	
	
	

	PROFFESSIONAL EXPERIENCE
	
	
	
	

	Alpha Data LLC (Dubai)
	
	
	

	
	Procurement & Logistics coordinator
	(March 2013 to present)



· Reporting directly to Procurement & Logistics General Manager 
· Receives material requisitions, negotiating prices, Sourcing and process Purchase Orders through Oracle, 
· Monitor supplier performance in relation to suppliers cost, deliveries and quality expectations, ensure suppliers database update, create new suppliers profiles in the ERP system and perform periodic suppliers' evaluation based on predefined criteria 
· Verifies and process requests (IT Hardware, Software, Electronics, Phones, Security, and related IT services ) 
· Negotiates with each supplier regarding product’s best cost and delivery time together with its terms and conditions. Gathers quotations from different suppliers. 
· Analyzes costing from online site competitors, power retailers and local market 
· Determines the comparison between procuring the products locally and internationally considering the factors which may affect the business budget, product quality, and delivery time-scales. 
· Expedite deliveries and coordinates closely to the vendor and end users in each centre worldwide for delivery receipt confirmation. 
· To ensure that right material reach in store 
· Resolves internal and external client’s queries/ issues arising from product and service purchases 
(product specs/quality, alternative products, delivery status, warranty/replacement, stock movement, etc.). 
· Coordinates and assist carefully Logistics team for stock inventory. 
· Coordinates closely with Finance personnel worldwide in resolving invoice discrepancies and payment status update 
· Source out suppliers by various means and continuously monitors and evaluates performance of the existing vendors 
· Coordinates with vendors for general inquiries related to product and company’s terms and conditions 
· Shipping and documents control 
· Develop and sustain good relationships with strategic suppliers to build up true partnership for effective procurement. 
· Assist in meeting day to day procurement team needs in terms of information provision, supplier selection processes and general support. 
· Following up on receiving discrepancies, damage goods , damage claims, and return –to- venture And accuracy of inventory 
· One time update to daily ,weekly & monthly incoming & our going products also maintain Monthly stock report 
· Maintains custom bill reports, Coordinating with custom department for stock audit and physical verification 
· Reporting non-moving stock to management and taking initiative to dilute ageing stock as special promotions, bundle offers etc. 
· Constant follow-up with the Airfreight office for shipments and provide sales team and customers feedback on shipment readiness, transit time, and arrival details 

LOGISTICS SUPPORT
· Preparing TRA & Dubai chamber documents 
· Clearing National media council approval 
· Collection of cargo from air, sea  and clearing & forwarding agent 
· Expedites necessary transfer documents from supplier’s forwarders and discuss all shipping documents for rectification and verification 
· Coordinates and advice logistics for every shipment 
· Arrange final shipping information to end user for each shipment 
· Coordination with shipping line ,airline ,land transportation and customer care function & Negotiation with shipping line 
· Match up with Logistics for stock inventory 
ELITE International India
Admin assistant
(From 2012 to 2013)
· Reporting directly to HR Manager 
· Developing report for senior HR officer on staff sick leave , absence and holiday leave 
· Writing up professional job advert 
· Procure stationary items 
· Keep tracing of any employee anniversaries and award they are due 
· Maintain of the HR records and system 
· Maintains and updates necessary files and produce timely reports accordingly 

	EDUCATION
	
	
	
	

	M.B.A
	(2010 – 2012)
	

	Bsc (Hotel administration)   (2006 – 2009)
	

	Higher Secondary school - India   (2004-2006)
	

	High School - India
	
	

	
	
	
	
	

	SKILL
	
	
	
	
	

	Operating Systems:
	Oracle  ERP
	

	Others:
	
	
	Internet, Email, MS Office (Word, Excel & PowerPoint)
	expert

	
	
	

	PERSONAL DETAILS
	
	
	

	Age & Date of Birth: 28, 15st may 1987
	

	Religion
	
	
	: Islam
	

	Gender
	
	
	: Male Marital
	

	Status
	
	
	: Married
	

	Nationality
	
	
	: Indian
	

	Visa Status
	
	
	: Employment visa
	


