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CAREER OBJECTIVES

 


To work in an organization where my strength and abilities are utilized to the maximum,   Possess the experience, expertise, intellect and demonstrated capabilities to be an asset to any organization, excellent interpersonal skills with an ability to get along with people of all ranks. 

PROFESSIONAL EXPERIENCE

1. Al Sahel Printing & Trading
Abu Dhabi, UAE 

August 01 2013 – 31 January 2015 

  Title: Director of Sales / Purchasing 
Scope & General purpose of Job

· Responsible for all purchasing functions, sales and issuing of all the sales & purchasing  issues ,General Operation In charge.
             Specific Duties and Responsibilities:

· Responsible for all administrative functions of the Sales Department, training and fulfillment of other related duties.
· Responsible for all Sales functions, quotations, quality and availability.
· Responsible for physical control of all stock items until issued, fully documented under strict control procedures (key control, timing schedule, authorize purchase and sales issue).
· Responsible for overall sales orders. 
· Reports and updates to the management & owner,. Identifies and recommends new products available in the market. 
· Obtains written approval for established Min/Max stock levels by the Owner.
· Verifies that all documentation and proper quotations are maintained and filed accordingly Allocates and responsible lf) for sales & direct purchase requests including market lists for all sales received orders. 
· Authorizes all purchase requests allocated by owner after checking quotations validity, last price paid, proper units, and quality/brand verification.
· Ensures that proper explanation is attached (message) to sales and purchase requests for location needed, quantity and reason for the purchase of the ordered. 
· Approves all addition requests for new sales items, unit, packing, and delivery. 
· Relation, improve standards and elevate services in sales. 
. 
  2. Rotana Group 

                May 01 2011 – April 01 2013
                            Villa, Rihab and Rimal Rotana, Dubai, UAE            Title: Director of Materials

               May 04, 2008 – April 30. 2011
                Al Ain Rotana Hotel, Al Ain, UAE                            Title: Materials Manager
                December 11 2006 –  May 03 2008
                Beach Rotana Hotel, Abu Dhabi, UAE                    Title: Assistant  Materials Manager

Scope & General purpose of Job

· Responsible for all purchasing functions, storing and issuing of all stored Food, Beverage,  

   General Engineering and Operating equipment.
             Specific Duties and Responsibilities:
· Responsible for all administrative functions of the Materials Department, staffing, training and fulfillment of other related duties.
· Responsible for all purchasing functions, quotations, quality and availability. 
· Responsible for physical control of all store items until issued, fully documented under strict control procedures (key control, timing schedule, authorize issue requests). 
· Responsible for maintaining logical storeroom inventory levels operationally needed. 
· Responsible for overall hygiene, fire & safety, proper storing arrangement, cleanliness of storerooms and freezers according to Hotel, Local and International Standards.
· Reports and updates management & department heads on pending items, new procedures, system difficulties and other related matters. 
· Identifies and recommends new products available in the market.
· Verifies that all documentation and proper quotations are maintained and filed according to Rotana Policy and Procedure requirements.
· Allocates responsible buyers (including self) for storerooms & direct purchase requests including market lists for all system received orders.
· Authorizes all purchase requests allocated by buyers after checking quotations validity (minimum three whenever possible for non-agency products), last price paid, proper units, and quality/brand verification. Update regularly suppliers contact information.
· Ensures that proper description and specification of direct items data is clear and meaningful to all management authorization levels (MM, FC & GM).
· Ensures that proper explanation is attached (message) to purchase requests for location needed, quantity and reason for the purchase of the ordered item.
· Ensures that all order receiving dates & authorize/approved purchse are updated by the buyers according to the suppliers promised delivery dates and in Purchase Orders and delivery.

· Ensures & verifies that quotations are regularly updated and supplier’s new current price list are maintained (mainly storeroom/market list items). 
· Maintains proper filing system of all property signed contracts related to operation, follow up renewals,& introduces new qualified vendors for renegotiation purposes & price verification.
· Performs other related duties and responsibilities as and when assigned by the management.

            General Responsibilities

· To promote efficiency, confidence, courtesy and an extremely high standard of social skills.

· To generally promote and ensure good inter-departmental relations.

· To display a pleasant manner to promote a good company image to guests and colleagues.

· To demonstrate pride in the workplace and personal appearance at all times when
   representing the hotel thus identifying a high level of commitment.

· To adhere to Company and Hotel rules and regulations at all times. Positive attitude all times.
            Legal Responsibilities
      Ensure that the standards required by Law and by Management are maintained at all times in the
      areas specified above.

3. Jumeirah Group

              August 16 2005 – November 2006      
                   Jumeirah, Dubai, UAE                                Title: Officer - Supply - Chain & Logistics

                   September 2004 – 15 August 2005

                   Wild Wadi, Dubai, UAE

                  Title: Purchasing Officer 

                   February 2000 – Until August 2004
                         Jumeirah Beach Hotel, Purchasing Department. Dubai, UAE

                   Title: Purchasing Officer (General & Technical Purchases)

· Looking after the entire purchasing operation and handled the following properties under the    

      umbrella of Jumeirah.
  The Jumeirah Beach Hotel              Burj Al Arab

              Jumeirah Emirates Tower                Emirates Academy of Hospitality Management

  Wild Wadi                                       The Jumeirah Beach Club Resort & Spa    
  Jumeirah International
· Looking on all the Assign Departments to independently handle the Purchase Request. Independently handle PR’s in different sections & arranging quotes, attending meeting with HOD. Plan work with the Team to achieve Department Performance Plan. 
· Preparation & giving training to other department HOD to process the purchase request. 
· Give trainings in the Department and maintain Monthly Department Training Records.
· Familiar with all the activities involved in Purchasing. Drafting routine faxes, letters etc. Maintain the importation files & follows up monthly& attending meetings with HOD.
· Good working relationship with colleagues & all other departments & Team Player in department.
· Independently handled the entire Departments Purchase Request in different sections, arranging quotes.
· Designed and implemented the entire purchasing procedure of Wild Wadi and achieved the turnover average time of PR’s by 4 days.
· Revised the complete Wild Wadi purchasing SOP and Quality Documents.
· Preparation of Management Review Meeting Presentation,familiar with all activities involved in Purchasing 
· Assisting the Director of Purchasing, providing him with all the necessary information about daily meetings. 
· Technical,SalesMarketing,Admin,HumanRecourses,Operation,Security,IT,&ClinicEtc. 
· Assisting all the buyers & Admin for making PR's, LPO's, & file maintenance 
·  Worked in all section of purchasing, Food & Beverage, General & Technical items & as an Administrator, while the Colleagues are on vacation.
· Successfully handled and open all the Product code of uniform for Jumeirah Beach Hotel. Maintaining importation files & monthly follow up, drafting routine faxes, letters etc..
· Responsible for Petty cash purchases and maintaining cash float in the Department. 
            4. Sweihan Engineering A/C Contracting Co. 

                Dubai, UAE 

                April 1997 – February  2000

                Title: Sales, Marketing & Purchasing Executive 

· Responsible for Sales & customer support, research & survey of local market.
· Independently handled the service center and Purchasing work local and International.
· Co-ordination with companies & visit large customer & Co-operates.

· Correspondence with customers and existing suppliers.

· Co-coordinating with sales efficient technical support. 
· All Co & Passport & visa issues handle independently.
· Prepare reports of chargeable and warranty jobs.
· Give advertisement in the media like magazine, Web etc.
EDUCATIONAL QUALIFICATIONS
· 2006 – 2007

Executive MBA (SZABIST Knowledge Village-Dubai)
· 1992–1996

Bachelor of Science in Commerce (Karachi University, Pakistan)
PROFFESIONAL QUALIFICATION


· Adaco & Adaco Eclipse (America)                                              Market Boomer (Australia)

· Jumeirah Food & Beverage Material System                              Rotana Food & Beverage Material System

· Microsoft Office Applications( MS-Word, Excel, Power Point)    
PERSONAL DETAILS


Languages Known      : Fluent in verbal & written English, Urdu, working knowledge of Arabic
Date of Birth

: 28th of October 1974

Nationality 

: Pakistan

Marital Status        
: Single

Interest


: Reading, Surfing and Traveling

License


: Valid UAE Driving License
Overall Personality: 


100% commitment towards my Duties and to be an asset for the Company’s Success, well oriented with positive attitude, strong understanding of responsibility and self motivation, capable of solving problems on the spot and team player with proven leadership qualities, Creative, flexible and effective work attitude and also capable of working under pressure.

References:


Reference will be furnished upon request.
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