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           Objective

Seeking a suitable position as Procurement / Purchasing Officer / Senior Sales Support Executive / Senior Administration / Business Development in a reputed organization where my education and experience can have valuable application. To achieve a challenge in a demanding & progressive growth oriented position in a fast growing organization where my abilities knowledge & experience can be fully utilized. My goal is to enhance my abilities and also play an active role in development of organizations.

Profile Summary

· 9+years of experience in sales & purchase coordination & office administrative roles with reputed organizations in India & UAE.
· Professionally qualified with a Bachelor of Business Administration (BBA) from a reputed university in India & a Diploma in Certified Purchase.

· Well versed in using ERP packages & MS Office applications.

· Hold a valid UAE Driving License for Light Vehicle.

· Proven Technical Communicator with expertise in Sales & Marketing, Business Development & Customer Support.

· A highly efficient planner & organizer with a keen eye for finding the simpler, quicker and more efficient way of doing things & recognize potential opportunities / infrastructure necessary to facilitate growth.

· Have excellent communication, convincing, negotiation, influencing & interpersonal skills.

· Skilful in diagnosing, understanding & handling customers’ / clients’ needs or wants and resolving their issues with ease.

· Creative designer of work flow systems, to eliminate duplication of effort and increase proficiency and productivity of employees.

· Able administrator of confidential projects with dispatch and discretion.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Strongly commercial with excellent communication and influencing skills.

· Energetic and capable of working with minimal support and a good deal of autonomy.

Professional Experience
Company
:     Organization: Gerab National Enterprises.(Jebel Ali Free Zone -UAE)
Period
:     8+ years (July2008- till date)
Position
:     Sr. Purchase Officer
Senior Sales Executive:

· To perform and manage all activities involved in the sales of materials from local/overseas sources as per the Company’s procedures and method.

· Provide administrative support to both staff (Technical & non Technical) & managers.

· To maintain and develop continuous business relationship with existing clients .

· Carrying out effective negotiation on prices, terms of payments and delivery .
· Reviewing the contracts.
· Prepare and submit the bid after extensive offer comparisons. 
· Ensure the PO matches the offer submitted to the customer.
· Establish initial contact with the customer.
· Proven track record in saving money and developing relationships with clients
· Producing monthly sales reports outlining issues within department and recommending potential solutions.
· Visiting clients.
· To monitor and control the cost and schedule variances in respect of the sales of materials and delivery.

· Ensure effective internal communications both within the Procurement, operations, QA, Supply chain and across the organization.

· Prepare Enquiries, Request for Quotations & also prepare sales Summary reports.

· Sourcing out the materials as per the RFQ requirements from clients.
· Expedited purchase orders by identifying problems.
· Maintained operating files of departmental information and prepared related reports 
· coordinated with other departments throughout the company regarding sales projects and potential bids
· Handle clients’ queries and help them to meet their requirements.

· Stock Replenishment activities and plans

Senior Purchase Officer (July 2008 – March 2013:
· To perform and manage all activities involved in the purchase of materials from local/overseas sources as per the Company’s procedures and method.

· Provide administrative support to both staff (Technical & non Technical) & managers.

· To maintain and develop continuous business relationship with local and overseas suppliers.

· Carrying out effective negotiation on prices, comparison with others, terms of payments and delivery on the basis of comparative statement.

· Source of Specialist Purchasing & contract expertise.
· Ensure the PO matches the Material Requisition (MR)
· Establish initial contact with the vendor
· Proven track record in saving money and developing relationships with key suppliers

· Provided assistance to project staff at the Division’s other locations in the areas material sourcing, technical support and vendor relations. 

· Producing monthly Procurement reports outlining issues within department and recommending potential solutions.
· Stock Replenishment activities and plans

· Visiting suppliers facility for Business development and executions of Jobs

· To monitor and control the cost and schedule variances in respect of the procurement of materials for the project.
· Ensure effective internal communications both within the Sales, operations, QA, Supply chain and across the organization.

· Prepare Enquiries, Request for Quotations Purchase Orders & also prepare Material Received Summary reports.

· Continuously sourcing and pre-qualifying potential suppliers as well as developing and maintaining their databank.

· Sourcing out the materials as per the RFQ requirements from Suppliers

· Carrying out market surveys for source generation & price comparison to be able to purchase material in minimum possible time at optimum prices.

· Expedited purchase orders by identifying and resolving vendor or shipment problems.
· Maintained operating files of departmental information and prepared related reports 
· coordinated with other departments throughout the company regarding purchasing projects and potential bids
· Handle clients’ queries and help them to meet their requirements.

· Stock Replenishment activities and plans

· Visiting suppliers facility for Business development and executions of Jobs.
Company
:     EXL SERVICES, Noida, India 

Period
:     1 year (July2007- July 2008)
Position
:     Admin Executive
Job Profile:

· Issuing warrants against non paid bills for British Customers for Nonpayment of Gas and Electricity Bills

· Providing administrative support to the departments as required.

· Developing effective working relationships with other staff, departments and external customers.

· Generation of reports.

· Handling all HR related activities of the department’s staff & workers through HRD.

· Checking customers file and providing green signal to British officers to visit customer and take necessary steps 

· Receiving calls from British officers and check on line (using Sap and Siebel softwares) customer history etc.

· Receiving online payments and  clearing the undue bills

· Online, setting various customer Payment schemes

· Finally, checking the files and confirming British officers to confirm disconnection.

Company
:     WIPRO INFOTECH, India 

Period
:     1.1/2 years (July2005- Nov 2006)
Position
:     Sales Executive
Job Profile:

· Making cold calls 

· Searching perspective customer

· Knowing & understanding their needs.

· Working on oracle, configuring the hardware to suit their needs in best possible.

· Sending for quotation to the factory ,in special cases for prices.

· Handling existing distributors as well making new ones.

· Handling retail , distribution as well as government direct customers

· Arranging for road shows ,for promotional activities etc
Professional Qualification  
Bachelor of Business Administration (BBA) from Institute Of Management Studies, Dehradun, India (2005)

Diploma in Certified Purchase Professional
Computer Literacy


· Operating System: Windows 2000, XP, Vista, 

· Software: MS Office Package, MS Project, MS Outlook

· ERP Packages: ERP (Oracle), SAP, Siebel 
· Internet / Email / Outlook Express (concepts & usage)
Personal Details:



Date of Birth
: 27th Jan 1984

Nationality
: Indian


Marital Status
: Married

Visa Status
: UAE Employment Visa (Jebel Ali Free Zone)


Driving License
: UAE driving license (LMV)

Languages
: English, Hindi, 
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