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Goal-oriented professional offering nearly 22 years of end-to-end Purchase Operations/ Supplier Development/ Retail Trade/ Logistics / Relationship Management with expertise that directly results in efficiency improvements & cost savings
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Currently associated with Inventure Metal Contracting Product L.L.C., Dubai, UAE as Procurement Head
· Experience in implementing cost saving measures to achieve reduction in terms of procurement cost
· Expertise  in   procurement  activities  involving   planning,  scheduling  and  purchase execution of components & raw materials from various sources
· Exposure in handling logistics operations; ensuring effective demand & supply planning and management to accomplish overall corporate objectives
· Splendid questioning and listening skills with ability to analyse responses, understand clients' needs and focus on quality, precision & punctual delivery of results
· Possess leadership skills including recognising the strengths and weaknesses in others as well as oneself and willing to perform additional activities
· Recruiting, mentoring, training and development of the field functionaries to ensure operational efficiency
A R E A S  O F  E X P E R T I S E
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Identifying, developing & maintaining vendor base for obtaining timely procurement of materials at favourable terms
· Preparing purchase schedules for timely procurement of materials, raw materials and capital equipment to ensure smooth execution of projects
· Preparing annual rate contracts with vendors for stockable items & ensuring timely renewal of contracts after review.
· Budgeting  and  planning  the  funds  for  procurement  and  sourcing  of  materials  ensuring  optimum  utilization  of  materials, maximum cost savings & meeting anticipatory orders for monthly operations.
· Developing and implementing plans for achieving cost reduction in procurement and packaging
· Preparing, processing the requisitions & purchase orders for supplies and equipment
· Developing, implementing purchasing and contract management instructions, policies, and procedures.
· Leading supplier selection, assessment and on-going monitoring initiatives
· Providing sample approval clearance for vendor components
· Liaising with all the suppliers to coordinate interim and permanent corrective actions to resolve quality issues on supplier parts
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[image: image7.jpg]Core Competencies

Preparing Purchase
Orders /RFQ

)
mnl ‘ Drafting Reports/ MIS

Lr}

Managing Accounts/
Payment

Preparing Vendor
database




 
Since Nov’13: Inventure Metal Contracting Product L.L.C., Dubai, UAE as Procurement Head 

Accountabilities
· Accountable for:
· Processing the sales orders received from the clients
· Handling all purchases needed locally and from overseas markets and raising the purchase orders
· Coordinating between logistics team and customers to have smooth operations
· Managing all the deliveries to client within required deadline
· Coordinating between marketing team, finance, suppliers and clients
· Sourcing promotional giveaways required by corporate sectors locally & from overseas markets (China, India, Europe etc.)
· Preparing and submitting quotations to the customers
· Negotiating the prices and closing deals with suppliers
· Processing the orders from various directions and to meet the tight deadlines/schedules of the clients
· Coordinating with logistics/shipping agents for the shipments booking
· Keeping track of all incoming and outgoing shipments
· Tracking shipments and providing necessary documents for customs clearance
· Materials Details deals in:-
Stainless Steel & Aluminium Sheets & Rods Different sizes & Thickness.

Stainless Steel 316L Nut, Bolts & Anchor Bolts (Different sizes Spl. Hilti & Fichser.)

Safety items for Workers for annual purchase & stocking.

Machines & Hardware items.

Aluminium Profiles & Glasses bulk purchase.

Plywoods & Wood for packing.

Import & Export processing & follow up.

LC for client support & coordinate with department.

And other works assign by MD & Directors.

 
Jul’12-Sep’13: Al Nahdha Group of Companies as Procurement Head/ In-charge 
 Accountabilities
· Conducted market survey to develop business & convinced vendor to the terms for payment
· Reduced cash payment expenses by purchasing fast moving items in bulk
· Prepared PR report and entered all details normal Procurement procedure
· Followed with accounts for payment  and prepared monthly pending PR report
· Handled printing item & gift items start from design approval till delivery execution
· Managed PPE items quality, price negotiation till material delivery to worker & maintain register of Bin Card
· Prepared  Vendor  data base format, taking  approval,  updating  weekly  basis  & issuing Vendor registration numbers
· Coordinated with inter department for smooth flow of work
· Supported & fine-tuned with all department heads & juniors
· Handled all issue related to procurement & resolving the same
· Floated RFQ & preparing comparison statement
· Prepared flow chart & got approval from management
 
Feb’08-Jul’12: Blue Dart Express Ltd. Customer Service /Sr. Executive Operations 
 Accountabilities
· Represented Key Accounts Managers of Blue Dart as the First Point Contact for customers queries and resolved customer specific issues by liaising with Operations, Sales and Customer Service
· Monitored movement of Cold Chain Shipment in network, which was very critical and mostly contains life-saving drugs
· Tracked “high risk to revenue” shipments like credit cards and other securitized products from pickup to delivery
· Followed -up on other special movements, centralized and to pay pickups and time sensitive deliveries
· Developed various report for Key Account Managers and customers
· Represented to the Ground ops of Blue Dart as the First Point Contact for vehicle queries and resolving, updating & sharing issues with Operations and Customer Service
· Monitored vehicle movements with the help of GPS and updating management on any exceptions during tracking the vehicle
· Drafted Accident Report for Management & also follow up with Crew for releasing vehicle, etc.
· Updated Exception Report for any Traffic jam & vehicle detained at Check post for paper work
 
Jun’04-Dec’07: Roshan Constructions L.L.C Dubai as Purchase Executive & Coordinator 
 Accountabilities
· Floated quotation and forwarded the same to the Director for approval
· Issued LPO (Local Purchase Order); maintained all records; handled advance procurement of material & informed the same to the Director
· Maintained relationship with major steel supplier and negotiated for good prices including- Mammut, Zamil, R.M.E, etc.
· Handled purchase of Cars, Heavy Machines like Shovel, Excavator, Bobcats, Job Machines for the business
· Maintained records of expiry of projects & vehicles insurance and got the best out of facilities of services & parts of machineries
· Carried out market research of material in case of prices going up blocks the price by booking for specific period of time
· Finalized subcontractor for project and follow-up to ensure project completion on time
· Headed the Transport Department and assisted Camp boss for smooth functioning
· Followed for vehicle insurance with Insurance Co. if any vehicle met with an accident for claim.
· Followed with Government dept. for various permit required for Vehicle's. & All RTO related work.
· Led purchase of Vehicle Parts, Oil & Rental Vehicle and conducted market survey to get best price & quality parts
P R E V I O U S  E X P E R I E N C E
Sep’94-Jun’04
A. M Gazdar & Co Mumbai as Office Assistant/ Project Coordinator Jun’93-Aug’94
Harmony Enterprises, Mumbai as Typist cum Clerk
E D U C A T I O N
1995
12th from Maharashtra Board, Mumbai, India
Basic Computer Course from NIIT Computers
Well versed with MS-Office and Outlook
Date of Birth:
8th September 1975

P E R S O N A L  D E T A I L S
Languages Known:
English, Hindi, Urdu & Marathi
