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PERSONNEL OBJECTIVE

Seeking Suitable position to utilize my skills and abilities with 10 Years of Experience in Procurement Department utmost for the improvement of Organization
PROFESSIONAL SKILLS
· Highly experienced in managing  purchase orders
· Exceptional knowledge of purchasing techniques and tools
· Ability to manage and maintain good relationships with vendors 
· Ability to determine type and quantity of merchandise needed

· Good knowledge of inventory control process

· Procurement of  Material 
· Material Management
· Billing 
· Comparative Statement 
· Budgeting 
· Documentation 
· Negotiation with vendors. 
CAREER HISTORY

· About 10 years of experience in various facets of procuring materials from national and international markets.



· Procurement Officer

 The Indure Pvt. Ltd. India


        March. 2014 to Present
· Reporting to the procurement Manager, responsible for preparation RFQ, Request for quotation, sending query to supplier, 
· Prepare evaluation/Comparison sheet with fully technical specification & complain statement, then forward to management for review.
· Sending out Target prices by the Head of Procurement to the Suppliers in order to match the budget.
· Collect submittal sheet with 3 sets of sample board for consultant’s approval.
· Issuance of Site Order Release by Project Manager and preparation of Purchase Order after verifying site order release as per Material Schedule Technical Specifications, 
· Follow with supplier for deliver material as per site required schedule.




· Procurement Officer

Conspel Qatar LLC, Doha- Qatar

Sept. 2013 to Jan, 2014





(Shutdown MEP Project, extension to Intercontinental Hotel)
· Had Meetings with Chief Executive Officer, Project Manager, Head of Procurement, Senior Electrical Engineer, Senior Mechanical Engineer, site office staff and understood various Company procedures. Attend Meetings with main Contractor Project Manager and site office staff to discuss progress of the project. 
· Had meetings with Overseas and Local Suppliers at Site office, Head of Procurement and site Material Officers.
· Prepare of Materials Procurement Schedule (Materials Progress Report)
· Obtained Material Schedules from Sr. Electrical Engineer or Sr. Mechanical Engineer
· Sending out enquiries to Overseas and Local Suppliers for each schedule to obtain Quotation, Literature and Compliance Statement. Resolving technical issues with the supplier after obtaining Quotation, Literature and Compliance Statement.   
· Evaluation of all Quotations for every Material Schedule and preparation of Comparison sheet.
· Submission of Evaluation sheet, Quotation, Literature and Compliance Statement to the management after resolving technical issues. 
· Sending out Target prices by the Head of Procurement to the Suppliers in order to match the budget.  
· Sending out Material Control Section proposals to Management in order to get Approvals.
· Mean time, collection of 3 sets of Sample Boards and 3 sets of Material Submittals and handing over it officially to Site Engineer, Sr. Engineer, Manager for Material approvals from Consultant. 
· Issuance of Site Order Release by Project Manager and preparation of Purchase Order after verifying site order release as per Material Schedule.
· After resolving all Technical issues and proper negotiation of price with the supplier, preparation of Local and Overseas Purchase orders. Guarantees and Warranty, all commercial terms, general terms and conditions of Purchase Order, spares, testing and commissioning of the equipment has to be finalized prior to proceed with the Purchase Order.
· Preparation of Conditional Purchase Orders. Invoicing and delivery notes have to circulate properly. 
· Correct filing of all documents with stamps wherever necessary. Main files to maintained are, Material Schedules, Quotation, Literature and Compliance Statement, Invoices, Purchase Orders (Overseas and Local), Site Order Release, Cash Purchase Orders, Internal Memo, Minutes of Meetings.   
· Co-ordination with Project Engineers, Drawing Office, Secretary, Document Controller, Stores and site. Following orders from Superiors/Management in the project site Office.
· Maintaining all reports and records correctly so as to expedite site progress.


· Material Officer
Sejong Saudi Arabia LLC, K.S.A
      May. 2011 to May, 2013
· Reviewed and approved purchase orders before ordering goods.
· Processed purchasing requests and maintained purchasing logs.
· Contacted vendors to obtain price quotes and performed negotiations.
· Ensured that all purchase operations were performed in accordance with company policies and procedures.
· Followed-up on delivery schedules, payment delays, and invoice queries.
· Managed deliver schedules and status of goods.


· Procurement Officer

Blackcat Engineering LLC, Doha Qatar
       Aug, 2008 to June, 2010
· Maintained records of purchases and sales.
· Coordinated with suppliers to ensure that goods are delivered on-time.
· Negotiated price and terms with suppliers.
· Inspected goods for any defects and missing parts.
· Recommended improvements to purchasing procedures for operational efficiency.
· Performed purchase operations within the assigned budget.


· Procurement Officer

Gammon & Billimoria LLC Dubai

    Mar, 2006 to June, 2008
· Responsible for the preparation and process purchase orders in accordance with company policies and procedures.
· Coordinate with suppliers to ensure on timely delivery (Local).
· Negotiate with Vendors on purchasing (in terms of best price & delivery) -in absence of responsible person.
· Amendment of Purchase orders based on request.
· Arrange to courier the samples to suppliers for developing the requirements.
· Coordinate with QC department for Inspection Material on time.
· Ensure receipt of invoice from the vendors & forward the same to accounts department for payment process.
· Reconcile or resolve value discrepancy
· Maintain complete updated purchasing records/data in the system.


· Storekeeper

Al Darwesh Engineering, Doha Qatar                     
   Dec, 2002 to May, 2005
· Overall responsibility of store handling like receive of materials through Lpo, issue of Materials with authorized Issue Slip, Record maintain of incoming, outgoing, and store stock materials ,
· Co-ordination of site of wastage of materials,
· Indent to purchase department of Shortage and site required Materials,
· Staking of material at right place with the prescribed manner, 
· Planning of further required materials through project engineers, and project manager.
· Follow of material from purchase department, follow of material from supplier after received LPO. 
· Dealing with Receipts and issue Section of Store.
· All delivery order sent to Account Dept. for bill passing after verify and signature of Project Manager and QA/QC engineer. 
· Daily materials receipt report to Project Manager, Quantity surveyor.

KEY SKILLS
For Purchase management 
· Setting up the weekly, monthly, quarterly procurement plan.

· Procurement of raw material from national and international market. 

· Development of alternative local sources for imported raw materials which helps in cost saving.

· Purchasing machines with improved technology to increase production. 

· Planning and budgeting of purchase functions, involving cost estimation, contract negotiations. 

· Inviting and allotting tenders. 

· Liaison with the store department to maintain optimum inventory.

· Implementing systems to avoid situations like over-stocking or out-of-stock which cause production and financial losses.

· Liaison with finance department for timely payment of bills. 

· Developing reports on procurement and usage of material for top management. 

For Vendor Development
· Effective management of vendor database. 

· ABC classification of vendors on the basis of criteria like cost, quality, timely delivery etc.

· Development of new vendors.

· Conducting trainings for vendors to educate them about company’s requirements and help them in improving their performance. 

· Evaluating vendors & negotiating the price, delivery schedule and terms and conditions with them. 

· Timely clearance of payments & handling vendor inquiries.

· Running program to evaluate vendors based on the feedback from internal stake holders. 

· Developing reports on various programs run for vendor development for top management. 

For Stores Management 
· Maintaining the stock of material without any variance by conducting stock verification and documentation.

· Implementing Standard Operating Procedures within the warehouse. 

· Regularizing material receipts and ensuring the fluidity of stocks from warehouse to stores

MATERIAL MANAGEMENT 

Procurement of all kind of Material (Civil, Mechanical, Electrical & Plumbing)

· In MEP- Dehumidifiers, Heat Exchanger, HVACs Water treatment, Pressurization & Expansion Tank, Air Separator, VRVs, HRUs, Split units, Package Units, Ecology units, Acoustic Liner, Insulation, Sound attenuators, Pipe hangers, Steel Channels, ETC.

PVC Pipe & Fittings, UPVC pipes & Fittings, PPR Pipes & fittings, CPVC Pipes & fittings, CS Pipes & fittings, Domestic pump, Submersible Pumps, Insulation Adhesive, Paints, GRP Tanks, Floor Drain, Filter &water Softeners’ PE Pipes & Fittings.

· In Civil- Procurement of RMC, Shuttering Ply Wood, Grouting Material, Epoxy Grout, Admixture, Curing Compound, Sand, Aggregate, Cement, Anchor Bolt, Reinforcement bars, MS Bar, Nails Binding Wire waterproofing compound, Antifungal Paint, Bricks. Interlock, Ceramic Tiles, marbles, Curbstones’,  
· In Mechanical- All type of Fittings (Elbow, Coupling, Valve, Flanges,) Pipe, Piping Material, Stud Bolt, Fasteners, Channel, H. Beam, I. Beam, Angels. Etc. 
· In Electrical- All type of Electrical and also consumables material of Project. Switch Board, Distribution Board, Cables, Wires, Capacitor, Cable Lugs, Terminals, Transformer, Feeder Pillar, Generator, Bus duct, PVC Conduit & accessories, Trunckings. Isolator, Etc.
· Stock Verification, Analysis of Vendor Performance & Price Variance & Purchase related all responsibility - New Vendor Development, Price Negotiation with vendor, PO releasing, Material Delivery and Payment etc. 
· Budgeting- Monthly Budget is prepared as per the requirement of Project (At Site), Supply Chain. 
· Logistics- Looking for entire logistics Operation. 
Warehouse responsible for entire warehouse & secondary manpower
Supply Chain- Handing independently entire supply chain process inbound & outbound
EDUCATIONAL QUALIFICATION
· B. Tech with Mechanical Engineering
Magadh University, Bodh Gaya, India
June, 2001
· Higher secondary Studies, Physics, Chemistry, Biology, English Language
BSEC, Patna
April- 1997
· Metric studies,  including, Math, Physics, Chemistry, Biology, English, Hindi, Urdu
BSEB, Patna
May, 1994
TECHNICAL QUALIFICATION
One year Diploma in Computer Application. 

· Microsoft Word, 

· Microsoft Excel, 

· Power point, 

· Internet.  Outlook

· Tally 7.2, FoxPro

· Adept Financial Package

· Enterprises Resources Planning
TRAINING ATTENDED

· Negotiation Skills
· Team Building
· Managing Meetings
· Bid Management Process
· Art of listening
· Business Communication
· Presentation Skill.
PERSONNEL DETAILS

· Religion


: -
Islam (Muslim)
· Date of Birth

: -
06th June 1979.
· Language Known
: -
English, Arabic’s Hindi, & Urdu.
· Marital Status

: -
Married
· Height & weight
: -
5’7” (60 kg)
· Hobbies

: -
Swimming, Playing Cricket & Volleyball.
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