
[image: image1.png]Tools  Sign = Comment




Gulfjobseeker.com CV No: 1372836
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

ACADEMIC QUALIFICATION 

· Master’s in Business Administration (MBA) in 2009.
· Bachelor of Commerce – (B.Com Computers) in 2006. UAE & Saudi Attestation Done.
OPERATING SYSTEM:

· Operating System

: 
Windows-any platform

· MS-office 


: 
Word, Excel, PowerPoint, Excel Macros.

· Oracle


: 
Knowledge on User end.
· SAP SRM


:
Knowledge on User end.

· MIS 


: 
MIS Reporting in Excel. Macros
· Six Sigma


:
Trained on Lean Methods from Genpact.

Trainings and Certifications:

· SAP SRM

· 5 Star Lean Certified.

· TTT (Train the Trainer) Level Trained.

· Advanced Excel Trained

8 YEARS OF WORK EXPERIENCE WITH GENPACT.
Experience Summary 
Procurement Helpdesk Abbott USA 2013 till March 2015:

· Resolving Vendor Related queries (Setups\ Maintenance \ Compliance) 
· Requisitions \ Purchase Order related queries (PO Changes, Raising Requisitions, expediting Orders, good receipt confirmation, etc.)
· Second line for the Process FLM, preparing dash boards, daily /weekly and monthly reporting of Process SLA’s, Work Allocation, Quality Checks, evaluating team’s performance  and identifying process gaps and improvement areas (Automated Multiple Reports)
· Conducting Requestor Trainings for raising Cvend \Shopping Carts, etc.
PO Processing Abbott USA 2013 First 6 months
· Reviewing Shopping Carts (Compliance Check , Gate keeping, etc) and flipping it to a Purchase Order
· Deleting Carts if necessary
· Performing Purchase Order Changes 
· Providing Purchase Order Copies on request
· Preferred Supplier Gate keeping, Catalog Gate keeping, etc...
· Resolving Invoice Vs PO related mismatches, etc.
· Process Level SLA Reporting, Work Allocation, Quality Checks 
Accounts Payable Cartus USA) 2012 – 2013

· Accessing  scanned invoices  & processing for Payment
· Entering data into ERP from scanned invoices. Performing online checks as specified -e.g. duplicates, wrong scanning, wrong address 
· Provide Daily weekly and monthly payment reports.
MIS Reporting GE 2009 to 2011
· Worked in GE GBS (Global Business services ) for HR operations MIS reporting ( Strategic Reports utilized for prioritizing HR concerns raised)
· Provide Daily weekly and monthly HR  operations reports to  Operating leaders of various regions Europe ( All European Region) & MEA 
· CXO Level Reporting for European Region
· Reconciliation  of issues, adhoc Reports

Billing & Customer Service GE Supra 2006 to 2009
· Received ~ 100 Inbound Calls a day pertaining to billing issues
· Resolving  invoice queries and collecting payment over the phone with 100% Call Quality
ERP & Tools Worked on:

· Oracle (11i), Matrix, SAP (SRM), HEX, RAS, Appfax, cVend, Support Central Workflow, etc.
Saudi Experience:                                                                              
2)
ORGANISATION
: ADVANCED      PETROCHEMICAL COMPANY.  (2011)
Location
: AL-JUBAIL

POSITION            : Secretary & Document Controller. 

DEPARTMENT
: Maintenance & Reliability.
JOB RESPONSIBILITIES:

· Provide administrative support to the Manager.

· Responsible for arranging the temporary enter ID to the part time contract employee

· Arranging Safety Orientation courses for the employees.

· Maintain and revise Department Procedures and Manuals.

· Disseminates information to department managers and personnel regarding changes to documents, policies and procedures, providing clarification as needed.

· Create transcribe and distribute meeting agenda and minutes.

3) 
Company Name

: SABIC.(2011)
Location 

: JUBAIL SABIC SMO.

Designation       

: EXPEDITOR OFFICER
JOB RESPONSIBILITIES:

· Assist in expediting of SABIC equipment and materials purchased in support of multiple Procurement-Build projects. Contact suppliers by phone or E-mail to obtain submittals and verify progress. Assist in the analysis of supplier progress reports to verify completeness and accuracy. Prepare detailed reports of contacts with suppliers. Perform other duties as assigned by manager.
· Organize of materials for SABIC components in order to speed up circulation of components and fulfill production activities. Reports Preparing the Weekly & Monthly for Undue, Overdue and Completed purchased items.
· Calculated unit costs, discount rates, excise income taxes and some other deductions associated with accounts payable statements.
	

	4)         Company Name              : CHAKKILAM TRAVELS. (2003 to 2005) 


            Location           
            : INDIA.

            Designation                      : Accounts & Administrative Assistant 

SKILLS:

· Highly organized and meticulous, with strong interpersonal and communication skills.

· Self-starter, quick-learner, adapting easily to new protocols and changing environments.

· Friendly, with an upbeat attitude, having the propensity to establish good working rapport with people from all social and cultural backgrounds.

· Tenacious and flexible, can withstand work pressure even under extreme and stressful situations or deadlines.

AWARDS & REWARDS with (GENPACTINDIA) R&R

· Rewarded Silver Cheers by SDL for outstanding contribution. 

· 1 Bronze (S2P) + 2 Extra miler awards (S2P, Abbott Town halls). 

· Rewarded Individual Extra Miler Award in March 2008 for an exceptional performance, exceeding expectations month on month with an average call quality of 96.87% and schedule adherence of 96%. Additionally, owned up the responsibility of new hires, helping them reduce their average handle time and stretching beyond login hours to help them close open calls. Taken supervisory calls post log-out, while process was in need

· Rewarded Spot Award for outstanding contribution in Oct 2007 for consistent performance in process CTQs month on month and for NEVER taking a single unplanned leave ever in Supra since your inception.



	

	


PERSONNAL DETAILS: 

· Date of Birth


:
04th September 1981 

· Marital Status

:
Married 

· Nationality


:
Indian

· Visa Status


:
Visit Visa 
· Religion


:
Islam

· Languages Known

:
English, Urdu & Hindi.


