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CARREER OBJECTIVE

To be a part of progressive organization which I can contribute my knowledge and skills as well as experience for the advanced of carrier development of my potential abilities work effective with people acquire fulfillment in the feel I have chosen.
WORK EXPERIENCE   (under one sponsor)
PRESENT WORKING :
IAS LOOTAH CONTRACTING             DUBAI,U.A.E                        August 2012 to Till date

· Working as a purchaser .

Special skills:

· Negotiation skills and Customer-oriented

· Fluent with both spoken and written English and Hindi

· Having excellent planning and coordination skill
· Receiving materials requisition from MEP/AC/Cleaning/Construction sites.

· Interpret purchase request, investigate supply sources and negotiate best terms and conditions in line with end user specifications.

· Work closely with projects & service departments in ensuring efficient, timely & cost-effective supply of materials & services

· Sourcing new vendors for all the items and call for quotations & Evaluate the vendor performance based on the quality, delivery, price & service.

· Purchase duty of all Local materials for day to day site requirement and bulk storage as required.

· Controlling the material stock and usage on site with the help of store keepers.

· Maintain a comprehensive knowledge of all procedure and purchasing terms and conditions.

· Purchase of all the construction material like cement, steel, blocks & wood, furniture, aluminum, glass, electrical material (cables and fittings) Air condition,Porta Cabins ( Open Hall ), Security Cabins, Concrete Barriers, Plastic Barriers, steel mesh( BRC )for slab concreting, computers, office supply ( stationary ), Pantry item, Preparing Work Maintaining Record on issued SPO basis ”purchased material and hired equipment” keeping record material issuing from store for site, keeping assist record with availability.

Experience in Sourcing Hard Type Landscaping & Road Work Materials

· Also Sourcing materials for landscaping works, sourcing new vendors and call for the quotations, evaluate the vendor performance based on the quality, delivery, price & crevice.
· Materials such as (Interlocking rectangular, Uni type, Heel kerb, Upstand kerbstone, Road base, Black Sand, White wash sand, Sweet (Dune Sand) All kind aggregate ,Manhole covers, Gratings, Hand rail, Guard rail, asphalt, mix wet mechanism, prime coat , tack coat, GRP Basket  Set, PVC drain pipe, Angels
            for channel grating, Top entry gully, side entry gully for west water exit. 
IAS Lootah Contracting And Facilities Management

· Working as a Receptionist cum Call Center Coordinator, Follow up Operations and Purchase assistant.
              (Since August 2011 to July 2012).
Job Description:

Customer Care Representative:
· As the frontline of call center, my primary responsibility is to ensure that all the calls received from the client’s side should be encoded and relayed properly for a speedy action from the maintenance team.

· Follow-up for certain specific project should not be missed.
· All data encoded in the FM software should be accurate and well-explained.  
· Relaying messages to the clients regarding the status / update of their request and 

· Explaining if their request need not be rectified and why if rectified with certain valid specific Date as due to unavailability of materials.  

· Handling, keeping, storing, faxing and emailing of information in behalf of the company may Sometime arise if situation permits but gracefully executed.  

· Handles administrative jobs such as filling, encoding, fax and recording of day to day activities.

· Supporting to purchase department in sending inquiries ,negotiating prices ,preparing comparison sheets and preparing LPOs through TALLY software.

SPECIAL SKILLS

· Answers all calls promptly utilizing professional phone skills

· Handles incoming calls and perform general administrative/clerical duties

· Handles administrative jobs such as filling, encoding, fax and recording of day to day activities

· Maintain positive customer service relationships by setting high standards of excellence
· Provide good and effective customer service.

· Help with day-to-day office activities.

· Speaks clearly, concisely and effectively, listens and understands information and ideas as Presented verbally.

· Deals with people in a manner, which shows sensitivity, tact, and professionalism.
· Can provide good and effective customer service.
· Can easily follow oral and written instructions.
· Self motivated and goal oriented.
· Know how to use office equipments such as fax machine, photocopier, printer and scanner.
· Fast learner and can work under pressure.
· Perform other related functions that may be assigned from time to time

ERA STAR Building & Contracting and ILE Crushers & Screens 

· Worked as a office personal secretary and Messenger 5 Years.

           (Since August 2006 to July 2011)

All companies under one sponsor

PERSONAL DETAILS

Nationality


:
Indian

Civil Status


:
Married

Sex



:
Male

Date of Birth


:
01-08-1971
Languages Known

:
English, Hindi, Telugu (Fluent in Speaking, reading &Writing)
                                                                          & Arabic (Manageable)
Visa Status


:
Employment Visa (Expire 08 April 2015)
EDUCATIONAL QUALIFICATION:
Bachelors Degree (B.Sc.) from City College, Usmania University, Hyderabad

SSC Passed.
