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PERSONAL SUMMARY

A results driven, hardworking and capable of multi tasking procurement manager with a track record of significantly reducing costs and also improving a companies processes and corporate purchasing programs and IT related trouble shooting. Having a proven ability to ensure that a company enjoys a competitive edge when compared to their competitors by securing the best quality, price and terms from suppliers. Always delivering results against strategic objectives, whilst working within the organisations core values and beliefs. The positions that I have held, have given me a proven track record demonstrating an ability to work under my own initiative and as a member of an effective team. I posses excellent management and communication skills. Now looking for a new and challenging managerial position, one that will make best use of existing abilities and knowledge and also further my career and professional development.
Strengths:
I pride myself on possessing excellent management, organizational and analytical qualities. I am adaptable, resourceful, and reliable. The successful execution of my duties in compliance with corporate and international procedures is always my main priority.

CAREER HISTORY

Contracting
PROCUREMENT MANAGER     -   February 2011 – October 2014
Responsible for working closely with the selected supplier and managing the company’s procurement activities. Also providing leadership for the purchasing department and motivating staff to achieve maximum performance and efficiency. Making sure that the purchasing department works within all of the companies Operational Procedures.
In Purchasing & Logistics 

Management of all activities related to contracts procurement & general procurement, commercial review of contracts & proposals, price negotiation and awarding purchase orders and subcontracts, contract administration, negotiating variation requests, claims negotiation, expediting, logistics and warehousing. Estimating procurement and contract expenditure, management of procurement documentation, management of procurement, logistics, ware-housing and contracts administration resources, implementing and promoting ISO & HSE standards within the department.

  

In Financial/Cost Controlling 

Preparing the company budgets, preparation of cost to complete analysis reports on all projects handled by the company which is done using MS Excel spreadsheets designed by me, monitoring all document of credits & liaising with the representatives of banks, clients & vendors on this behalf, responsible for monitoring the contracts invoicing and receivables, responsible for labor analysis and managing labor costs on projects, responsible for managing the inventory and the warehouse


Responsibilities 

· Responsible for the procurement of materials, equipment’s & services for the successful completion of all projects and also for the daily operation of the business.

· Responsible for all logistics and transportation in compliance with corporate, local and international procedures and regulations.

· Applying vendor selection & vendor assessment methods to select & evaluate new vendors & sub-contractors.

· Verify and analyze the performance of existing vendors and sub-contractors and maintain the evaluation records.

· Re-view of client / supplier contracts with regards to the terms and conditions relating to procurement & logistics.

· Review and approve supplier / sub-contractors invoices prior to handing over to the accounts payable department after confirming the delivery of materials or services.

· Maintaining updated vendor and sub-contractor list.

· Re-viewing & implementing Letter of Credit terms & conditions.

· Co-ordination with freight forwarders / shipping lines / transportation companies with regards to all matters on logistics.

· Co-ordination with Sales & Projects team with regards to all matters on procurement & logistics.

· Managing & training the procurement team.

· Responsible for liaising with Chamber of Commerce and various Embassies for obtaining Certificate of Origins and Legalizing Shipping Documents.

· Responsible for liaising with local Customs Department, Civil Defense & Environment & Safety Departments.

· Responsible for the work in progress calculations and reporting related to major contracts, small works and maintenance jobs.

· Responsible for controlling costs on projects and advising the projects team.

· Responsible for managing staff responsible for hired vehicles for company use.

· Responsible for vendor performance assessment and evaluation.

· Responsible for implementing QA/QC and HSE regulations within the department and working towards the goal of achieving the required standards.

· Responsible for managing all functions & staff involved with letter of credits and liaising with banks, clients & vendors on this behalf.

· Responsible for managing all functions & staff related with contracts invoicing and collection.

· Responsible for warehouse and inventory management.
PROFESSIONAL EXPERIENCE

Competencies:
· Establishing effective operating policies, lean initiatives and processes.

· Comprehensive understanding & experience of purchasing strategies and also inventory management.

· Regularly achieving cost saving targets.

· Resourceful and well organized.

· Extensive knowledge of purchase order systems and related software.

· Deep understanding of the principles of vendor management.

· Ability to manage multiple priorities.

· Excellent analytical, critical thinking, and strategic skills.
Personal:
· Results orientated.

· Leadership and influencing skills.

· Attention to detail.

· Handling critical issues.

· Capable of making important and strategic decisions.

· Problem solving.

· Communication and interpersonal relations.
List of materials sourced: 

Electrical & mechanical consumables, fiber optic cables, industrial cables, mechanical tools & machinery, commercial vehicles, industrial vehicles, air tickets, fire detection products, fire suppression products, security & access control products, BMS products, IT products, computers , printers & photocopiers,  LCD / Plasma screens, pipes & fittings, valves, hydraulic components, safety products, hoses & assemblies, wielding equipments & accessories, office stationery items, bollards & barricades, scanner machines, theft detection equipments, batteries.
 AS IT Administrator  & Document controller :

IT Administrator: November 2008 – October 2014 contracting 

Provide assistance as a tech support specialist thru local phone and on-site.

Provide tech support for units/branches outside office area (on-site/ fieldwork)

Assist in troubleshooting and maintenance of PC system within office area and Site offices.

Assist in overseeing full operations of the computer network within the office and site to provide a zero downtime and functionality of each workstation.

Doing field work tech support

Handle daily PC maintenance and provide assistance as a tech support specialist.

Maintain the connections for Data Sharing, File Sharing, and Printer Sharing. Monitors modem, router and switch hubs and maintain its full function.

Assist in troubleshooting and maintenance of P.O.S. system.

Document controller:
November 2008- February 2011 contracting 

Working as a Sr. document controller with other 2 document controllers working under me  and admin in charge for Alwaha contracting      

-In-depth knowledge of document management, transfer, preservation and maintenance.

-Extensive knowledge of document control database systems.

-Maintaining Construction drawings log and monitoring the schedules and regular updates of drawing racks.

-Keeping track of all the inward and outward Correspondence.

-Sending & Receiving all project related e-mails.

-Excellent management, communication, organization and interpersonal skills.
-Follow up with vendors / consultants about whether the emailed file has been received and notify them of any delay in response time.

-Assist PM in preparation of Fortnightly and monthly reports.

-Maintain electronic registers for Letters, Memos, Reports, Transmittals, Drawings, Safety & Quality related documents.
-Maintain central filing of all project documentation.

-Backup done either electronically or through extra hard copies of a document.

-Preparation of task list and reviewing it in line with the time line specified in advance.
-Using document numbering system for maintaining the documents.

ACADEMIC QUALIFICATIONS

A.Nagarjuna University           2004 - 2007
Bachelors Degree in Maths, Computers and Electronics
Networking & Hardware certification, Photoshop, HTML, Wordpress.
PGDCA, Certification as professional from Microsoft & Cisco 
