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Work Experience:
· Surana Honda Bhopal (M.P)
· Designation 

:  Purchasing Officer/Admin




· Time Duration

:  2 Years 
General Duties & Responsibilities 
· Ensure competent quality execution of all regular purchasing duties and administrative works.

· Maintain complete updated purchasing records/data and pricing in the system.

·  Prepare reports and summarize data including sales report and book value.

·  Execution and monitoring of all regular purchasing duties.

· Coordinate with user departments and suppliers in the purchasing scope of work for projects assigned. 

· Support relevant departments with quotations for the purpose of tenders.

· Coordinate with suppliers to ensure on-time delivery.

·  Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.

·  Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.
Training & Courses:

· Tally ERP-9 Certificate.

· PGDCA From Makhanlal University, Bhopal (M.P)  
· Knowledge of computer – M.S. Office,C+C+,Visual Basic 6.0,Oracle,Web Designing
· Training Certificate in.Net (In Visual Studio 2008)
· Knowledge of English Typing 30 W.P.M
Education:

· B.Sc in Computer Science 2013 from Barkatulalh University, Bhopal India. 
Personal Details:
· Date of Birth

:
08th  February 1993

· Gender

:
Female

· Marital Status

:
Married

· Place of Birth

:
Bhopal  (INDIA)     

· Religion

:
Hindu

· Nationality

:
Indian

· Language

:
English, Hindi, Sindhi

