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 Sheena
 Sheena.235619@2freemail.com 
Objective

Punctual, responsible and hardworking person, who is able to work in a busy environment , produce high standards of work and  willing to adapt to any job. Always like to learn new skills and undertake new challenges.

I have 13 years experience in UAE. 3 years as merchandiser cum accounts  in garments export unit . 5 years in Co ordinator/document controller cum secretary in Star Cement manufacturing company Head Office and more than 4 years experience as purchaser cum accounts  in Lootah Groups.

Core Qualification 

Executive Purchaser -      Sourcing new suppliers / value added purchase  , documentations.
Inventory Report Generation – Stock Report /material received and supplied.

Documents Controlling in project code wise ,keeping ledger.

Client /Vendor relation – Export house shipment on time , production schedules.

Faculty – New designs in clothing. Pattern making.
Educational & Professional Qualification 

· B.com  Completed Calicut University –Kerala, India
· CPP from American Purchase Society -USA
· One year diploma in Computer application, Windows, Word, Excel, Photoshop and Illustration.

· Diploma in Fashion Designing.
· Diploma in Secretarial Course from Zabeel Institute, Dubai. 
Professional Experience

Organization:

LOOTAH GROUP OF COMPANY 

Designation:

Procurement Officer /Accounts (ERP Oracle –system)
Duration: 

May 2010 to Till Date

· Ensure competent quality execution of all purchasing duties.
· Maintain complete updated purchasing records/data and pricing in the system.
· Schedule store visits and conduct competitor survey.
· Coordinate with user departments and suppliers in the purchasing scope of work for projects    assigned.
· Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts.
· Support relevant departments with quotations for the purpose of tenders.
· Responsible for the preparation and process purchase orders and documents.
· Monitor and co-ordinate deliveries to ensure that all items are delivered to site/store on time.
· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.
· Source for new suppliers or sub-contractors when the need arises.
· Preparing monthly purchase report site wise. 

· Preparing other accounting documents.  

· Handling daily correspondence.
· Supplier invoices submitting to accounts with relevant documents.
Organization:

STAR Cement (ETA- Al Gurair) Co. L.L.C

Designation: Project Coordinator / Document Controller, Secretary to G M (Technical)

Duration: 

July 2005 to 2010 April 
Job Profile:
         
· Maintaining and updating records –daily basis. 

· Prepare project organization and communication charts.

· To make sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable.

· Assist PM in drafting and issuance of project proposals, cash flows and preliminary schedules.
· Review and forward field inspection reports from consultants throughout the project completion.

· Informing the Manager about the appointments, meeting, etc…

· Coordinating with projects team. Assisting them for enquiries.

· Preparing Travel schedule.

· Arranging facilities for visitors.(Airport pick up and accommodation)
· Coordinating with HR for arranging visas for the requirement of various upcoming projects.

· Maintaining Files for Various Projects.

· Managing and overseeing all aspects of the day-to-day operations.

· Keeping official records and executing administrative and HR functions 
Organization:

M.F.Textiles, Saifzone – Sharjah 
Designation:

Merchandiser cum Accounts 
Duration: 

June 2002 to June 2005.

Job Profile:
· Bank Reconciliations in various currencies in different banks.

· Reconciliation with customers and suppliers.

· Handling Petty cash.

· Following up for all process running in the factory to execution of an order.
· Planning with Production team to execution of an order in time and exfactory shipment.
· Co- ordinate with Clients and sampling department.
· Co ordinate with sample department and QC.

· Preparing production in line report for client.
Personal Details


Date of Birth:
30 May 1969
Nationality:
Indian

Marital status:
Married

Gender:
Female

Languages known:
English, Urdu, Malayalam, 
Visa Status: 
Employment Visa                                
Holding UAE Driving Licence
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