
[image: image1.png]


Gulfjobseeker.com CV No: 1391898
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

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

Nationality
: Indian

Date of Birth
: 02/01/1991
Marital Status
: Single
Visa Status
:  Employment Visa

Nationality 
: Indian

Residing City
: Dubai - UAE

CAREER OBJECTIVE
Am looking forward to pursue a successful career as Assistant purchaser, Data Entry Operator, or as aSales Merchandiser and to be part of a progressive organization that provides a scope to enhance and acquire knowledge for both individual development and for positively contributing to the overall success of the organization.
CAREER SUMMARY
· Organized, Hard Working, can Work independently& Eager to learn new lessons.
· Proven to work in unison with staff, volunteers and board of Directors.

· 4Years of UAE Experienceas Admin Assistant,  Assistant Purchaser and Sales merchandising
EMPLOYMENT EXPERIENCE
Assistant Purchase for Head Buyer – Parfum Monde 

December 2014 – Till date
· Inventories merchandise to see if an adequate supply of items is on hand.
· Contact each supplier and take information regarding price, availability and delivery on set time.
· Arrange meetings with suppliers and confer with them in order to provide them with requirements

· Coordinate with operation and floor managers to determine purchasing needs.
· Make purchase orders and have them signed from Head Buyer and Operation managers.
· Assist in preparation of bidding documents and ensure that other documentation is in order.
· Initiate contact with suppliers to check availability of needed documents.
· Ensure that the right amounts of materials are delivered to the store at the right time.
· Check consignment to ensure quality and quantity of purchased items.
· Monitor all purchase requisitions and handle adjustments with Suppliers.
· Process proof of delivery requests and create LPO using MRV in system.
· Handle limited inventory management activities.
· Coordination with the accounting department to reconcile invoices and purchase orders.
· Research pricing information and compare prices and quotations.
Assistant Purchaser&Admin Assistant -Sunrise City Supermarket, Dubai

(November 2011- 2014)
· Stock verifying and placing orders through ERP.
· Follow up on stock delivery and making GRV (Goods Receipt Voucher) and GRN (Goods Return Note).
· Monthly Stock Auditing.
· Preparing sales report & analyzing, comparing with previous month sales. 
· Comparing quotes from suppliers before issuing the LPO (Local Purchase Order). 

· Possess excellent analytical skills that have been put to good use while evaluating project feasibility, planning etc. across assignments. 

· Kept up appropriate records of the materials are issued received as a part the new inventories.
· Handling cash and responsible for daily sales report and weekly.

· Maintain an awareness of all promotions.
EDUCATIONAL BACKGROUND

· Higher Secondary School (commerce )
· Diploma in Computer Hardware & Networking 

· Diploma in Computerized Accounting
· Bachelors in Commerce ( completed )
SKILLS SUMMARY

· Knowledge in computer MS Excel, Word, PowerPoint

· Knowledge of spoken and written English essentials 

· Enthusiasm  to execute outstanding customer service 

· Communicate confidently with customers

· Flexible approach (Ability to be multi-skilled)

· Worked within a customer facing environment
· ERP (Entrepreneur Resource Planning) Oracle Basen Familiar with ERP systems
DECLARATION

I hereby declare that the above given details are true and correct to the best of my knowledge and belief.
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