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BRIEF SNAPSHOT
· A disciplined professional in B.B.M., from Kongunadu College of Arts and Science, Coimbatore. 
· Over 7 years’ experience in the areas of Supply Chain Management & Procurement. 
· Adept at implementing systems & procedures and ensuring timely completion of all tasks to achieve critical organisational goals.

· Skilled in maintaining healthy professional relationship with clients & customers to ensure maximum satisfaction and per service delivery norms.

CAREER CONSPECTUS

28th Nov ’13 – 22nd Feb’15.









         Sutherland Global Service, Chennai   





  










                   Procurement Officer
Key Roles & Responsibilities: 
· Responsible for creating the Purchase Orders (PO) using the Purchase Requisition provided by the Planner and following up till it’s closed. 
· To ensure timely confirmation of the POs to meet the scheduled date. 
· Coordinating with vendors for actual delivery status of material
· Marinating a strong data of payments done and refunds updated periodically.

· Reporting to the Operations Manager.
· Developing long-term partnerships with suppliers; managing day-to-day supplier performance to ensure meeting of service, cost, delivery and quality norms.
· Working with the suppliers to expedite the materials to meet the demand at the right time. 
· Handling PO cancellation and delivery push out POs with suppliers. 
· Receiving challenge to be fixed in case of discrepancy between the received material and PO
· Interact with accounts department to solve payment issues (Blocked invoices) with suppliers 
· Taking Induction session and process training to new joiners and soft skills (Calling and Mailing etiquettes).   
27th June ’08 – 24th May ’13.









Tata consultancy Services, Chennai



















Procurement Analyst

 Responsible for Order Receipt.





  


                            




·  Purchase Order received via CRM Tool
· Quote has to be created according to the customer’s requirements using WATSON as a tool
· Quality checks needs to be performed during order receipt for price, quantity, discount, supplier availability.
Responsible for order entry
· Shipping details needs to be determined according to the customer needs
· Basic Knowledge in Accounting

· Check the order status periodically and contact the factory if required
· Handling change orders if the orders have any configuration error in SAP
· Informing the partners about the order numbers via mail
· Arranging Express shipment for the urgent orders to customers by TNT
· In order processing having operation experience in ERP tools like SAP, Watson, SRMS and COMS
· Cancellation of Orders on Front End request
Shipment and Invoice Generation
· Acknowledge the order and factory push the products to production.
· Check the credit status periodically and inform the Credit and collection department to release the order
· Once goods are delivered to the customer, check the products and price in invoice
· Communicating with Execution Team, Site coordinator (Factory), Logistics Coordinator and many such back end teams and presenting information to Front End
SPOC Roles

· Acting as SPOC (Single Point of Contact).
· Basic Knowledge in Accounding.

· Giving support in Order Management and Procurement Process for partners across various regions
· Daily production planning according to the inflow and available resources
· Attending the calls with customer to get the process updates
· Handling the escalations from the customers regarding the process errors
SCHOLASTICS
B.B.M. from Kongunadu Arts & Science College, Coimbatore, Bharathiyar University. (61%) – 2008 Batch
12th from Pandit Nehru Mat. Hr Coimbatore. (59%) – 2004 batch
10th from Railway Mixed High School (58%) – 2002 batch
IT FORTE
SAP (Procurement Process, PO creation), ERP, CRM, SRMS and COMS
MS Office (Word, Excel & PowerPoint) Photoshop. 







 


 
EXTRAMURAL ENGAGEMENTS
· Participated in various school and college Football Tournaments at division level. 
PERSONAL MINUTIAE
Date of Birth   :       28/05/1984

Gender            :       Male

Marital Status  :       Married
Language Known    English, Tamil, Malayalam and Hindi.
                                                                      DECLARATION


I hereby affirm that the above mentioned particulars are true and correct to the best of my knowledge and belief.
Procurement 





Team Management





Process Analysis





     Quality Analysis





Soft skill Training

















