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Personal Information
     Age: 23      Marital Status: Single       Nationality: Indian     Language: English


OBJECTIVE
To join a reputed and progressive organization which can provide me with a dynamic work sphere where I can learn, grow and apply my inherent skills as a Professional and work towards achieving the organisations goals as well as personal goals simultaneously. 

PROFESSIONAL EFFICIENCIES
· Good Interpersonal and Conversational Skills

· Pleasing Personality

· Positive outlook

· Target Centric and Result Oriented

· Can Work well as a Team Leader as well as Team Player

· Hardworking

· Openness to learn New things
WORK EXPERIENCE

Name of the Company     : Infosys BPO Ltd.

Period     : June 2012 - Feb 2014

Profile     : Senior Process Executive (Senior Acceptor)

Roles and Responsibilities

· Responsible for Acceptance, Endorsement and Cancelation of General Insurance Policies(Non Commercial)

· Having a clear understanding of the relationship between the operational requirements of a business and customer satisfaction
· Recognising opportunities for process improvement

· Coordinating with Team leaders and Managers in preparing monthly evaluation reports, audit reports

· Assisting in Creating and Updating Standard operation Procedure.

· Carrying out individual audit of each team member on a regular basis

· Coordinating and Motivating Team members to achieve targets set by the organisation

· Maintained an error free consistent quality score for targets set

· Providing Domain & Process Training for new and existing employees

· Presenting Team weekly- monthly performance Presentations to the Management.
· Responsible for writing Minutes of  Team Meetings conducted on daily and monthly basis and  reporting the same to the Operational Manager

· Initiative taken to educate and widen and update knowledge with respect to Insurance in European Markets as well as Role played by Lloyds of London.
Name of the Company    : Rishabh Industries-Manufacturers of CFL and LED Light

Period    : Feb 2014 - Jan 2015

Profile     : Procurement Officer
Roles and Responsibilities

Supply Chain

· To conduct market analysis regarding demand, supply and future prices of consumables by coordinating with the suppliers.

· To collect samples of materials from the market.

· To gather the market information about the raw material price speculation and identify the best time to procure.

· To conduct follow up with the suppliers in order to know the delivery status and give the updates to plant.

· To recommend the pricing of the raw materials, consumable items to HOD.

· To prepare the PO for the required materials.

· To ensure replacement or recovery of compensation for the faulty raw material from the supplier.

· To do internal follow up to ensure timely payment to vendor

· To prepare and submit purchase order reports and indents reports to HOD on monthly basis.
Material Flow 

· To proactively collect orders from the other department and procure the required material on time.

· To prioritize the requirements of materials to be procured and make PO accordingly.

· To manage inward logistics for the procurement made.

· To monitor the stock at stores and raise the PO in event of stock level going below minimum stock level.

· To follow up with stores regarding finished product including supervision and keep follow up till finished goods have reached the customer end.

· To maintain the entire documentation under purchase dept.  Including ISO based documentation.

· Maintain documentation of data in the prescribed ISO formats.

Supplier Selection and Quality
· To identify and select new suppliers.

· To conduct first time evaluation of new suppliers and sends the feedback to HOD for supplier approval.

· To conduct reference check of new suppliers.

· To negotiate contracts with suppliers who meet the company’s requirements to secure the most favorable terms of business for the company.

· To conduct evaluation of regular suppliers.

· To ensure right quality of raw materials is supplied by supplier by monitoring the quality and packaging of the received raw material.

· To escalate the issue to suppliers in case any discrepancy is identified in raw material received.

· To procure samples from the new vendor and send it to plant laboratory for testing in order to evaluate the suitability from the plant.

Innovation / Continual Improvement 

· Devise method for innovation in supply chain process

· Continual improvement in Buying 

· Continual improvement projects at the supplier end 

Educational Qualifications
· Bachelor of Commerce in Accounting Taxation and Audit from St Xavier’s College, Mapusa Goa with 64.34% aggregate

· Under graduation (HSS) In Commerce from DMs College of Arts Science and         
Commerce with 55.39% aggregate

· SSC from Vidya Niketan High School Calangute 52.57% aggregate


Additional Qualification

· Basic computer knowledge of MsOffice, tally9.

· Completed Yellow belt training (lean & six sigma methodology) through Infosys ltd.

· Completed T100 domain training related to UK general insurance.

· Completed IF1 Certification through CII, London.

Co-curricular Activities
· Performed group dance in the famous Indian television show “Boogie Woogie” in 2001-02 and awarded with 2ndplace
· Played Cricket U-14 level for school
· Participated in State and National level Training camp organized by National Cadet Corps
· Participated in Workshop on Leadership Skills & Team- Building on undergraduate level
· Participated in one day state level workshop on “The Art of Anchoring “during graduation.

Personal Interest/ Hobbies
· Travelling

· Volleyball

· Bike Riding

· Music

· Socialize/Meeting new people
