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Introduction

12 years’of experience with Abu Dhabi Investment Authority (since 2003) as an Associate in General Services Department – Procurement Section, in-charge ofhandling the Contracts (both commodities & services) and Procurement activities.  
Prior to assignment at ADIA, I was working with Al Abbas Trading Company since 1994 (9 years), as an Account Manager.
Objective

Seeking an opportunity to contribute in a challenging position that could make use of my range of knowledge, skills, expertise and values.
Summary

Dedicated Associate, skilled in Procurement process, Contract Management, Policy Development, Departmental Budgeting, Multiple project management under scheduled timeline.
Professional Profile

Goal driven achiever with strong organizational and analytical skills, demonstrated expertise in contract management and procurement activities, and the ability to assume primary role in delivering successful results of major projects.

Team player with exceptional interpersonal and collaborative skills to foster team’s performance, along with a demonstrated talent for analyzing and streamlining complex work process for improvement opportunities.

Dynamic contract management& procurement professional with 20 years of experience through interacting with multiple business units involving cross-functional implementation.
Motivated self-starter with written-communication skills, problem-solving abilities, multi-tasking talents, and strong work ethic to make a significant contribution to the organization.

Highlights

	· Contract Management
· Procurement Associate

· Collective bargaining, Techniques
· Proven Negotiation Skills

· Writing expertise
· Data collection and analysis


	· Creative Problem Solver
· Project Management

· Team Player
· Analytically Thinker

· Work under tremendous pressure


Professional Experience

	Designation
:
Associate 
Organization
:
Abu Dhabi Investment Authority (ADIA)
	August 2003 – May 2015
(12 Years)


Responsibilities 

​Contract Management–Actively involved in, Evaluation of project with stakeholders,  which includes  requirement evaluation, identifying vendors, bench-marking standards,  Tender preparation, processing Tenders to vendors, Proposal receiving process, Proposal evaluation (Commercial), organize meetings with stakeholders and service providers, report preparation, presenting subject to the management and obtain approvals, order processing,  liaise with Legal Division - stake holders - vendors, negotiation with the contractors, Contract preparation,  implementation and monitoring contract, contract renewals, and contract management, KPI analysis.
Procurement of various Services and Commodities translated to contract format in order to have long terms, more bonding commitment between vendors and Client.  Most of the services established within the organization based on Contract/Agreement, such as

	· Facility Management Service,

· General Cleaning Services,

· Office Boys Services,

· Hospitality Services,

· Cafeteria Management,

· Health Club Management,

· Landscape Management,
	· Public Relation Services,

· Maintenance of various equipment’s 

· Car Rental Services,

· Limousine Services,

· Hiring Drivers Services,

· Providing regular courier services,

· Etc.


Procurement – Actively involved in, Procurement of commodities and services received from various stakeholders,  which includes  requirement evaluation, identifying vendors, bench-marking standards,  preparation of RFQ, processing RFQs to vendors, quote receiving process, quote evaluation (Commercial), negotiation and report preparation, presenting subject to the management and obtaining approvals, order processing, Purchase order processing, follow -up of Purchase orders, Invoice processing in ARMS (Oracle) - close out process.
Procurement of Department needs which includes both Commodities and Services such as:-

· Office automation Equipment’s, 

· Facility Management materials, 

· Interior fit-outs, 

· Movable decoration items, 

· Office furniture, 

· Refreshments, 

· Office stationery, 

· Facilitate various events (National Day, Family Day,  Staff recreation activities),  

· Facilitate overseas shows,
· Organize and facilitate various functions.

​Departmental Budgeting: - Preparation of Department yearly budget. Liaise with various sections, obtain budget estimate of sections and consolidate with necessary addition and deletion for the accuracy of budget estimate. Present the budget to Budget Committee and amend according to the management guideline. Monitor and update budget status with spend analysis for the optimum utilization.

Policy Development: - Actively involved in the preparation of Procurement policy. Liaise with stakeholders, Legal Division, Higher Management to conclude a comprehensive procurement policy.Implementation and follow-ups.
​Supply Relations Management: - Developed supplier’s data base, maintenance of data, periodical updating, organize and attend vendor relationship meetings for the benefits of organization, Negotiations, bundling business.
​Category Sourcing: - Complete procurement activities segregated into two 1) Facility Management related procurement and 2) Professional and Business services. The sourcing process managed as per category segregation, these process helps to concentrate the requirement in detail and vendor analysis.
Implementation of Projects: -Actively involved in the process of implementation various project, such as Facility Management Contracts, (Both hard and soft FM) general cleaning project, Café Management Etc. Implementation of KPI, and performance analysis of contractors.
ARMS (Oracle):- Worked extensively in the process of implementation and Maintenance of ARMS systems. 

Operational Activities: - Receiving all inventory and non-inventory requirements (refreshment,stationery and non-catalogue items) through ARMS and process it according to the criteria set within the systems. Purchase orders will be created to the suppliers who have valid long terms quotations. Obtain timely quotation fromthe approved suppliers and process orders instantly.
Maintenance of Long Valid Quotes:- Long valid quote arrangements are implemented based on the long valid price confirmation from the vendors and set terms & conditions. As per the long valid quote arrangement, suppliers are obliged to maintain the same price, terms and conditions as agreed. Maintenance of such LVQs includes periodical auditing, follow-ups and renewals.
Planning & Performance:-Worked with the team for the planning and performance of the Procurement section which includes continues assessment & reporting of various operation issues to the management for the enhancement of sections performance.

	Designation
:
Account Manager

Organization
:
Al Abbas Trading Company - Interiors
	March 1994 – May 2003

(9 Years)


Responsibilities

Sales & Marketing: - Responsible for Abu Dhabi Branch operations, meeting major clients and requirement analysis. Assign appropriate resources into the project, liaise with the manufacturer, assist in the preparation of proposal, negotiation, project finalization and implementation, close-out.

Branch Operations:- In-charge and sole responsible for branch operations, resource allocations and new recruits, budgeting and implementing.
Business Development:- Organize periodical conference and meetings with clients and manufactures, meet and assist major clients and provide necessary solutions.
Project Management:- Implement major project in a timely manner, meet the commitment and obligation as agreed by the parties.
	Designation
:
Sales and Marketing Officer

Organization
:
Hindustan Computers Ltd (HCL)
	January 1992 – February 1994

(2 Years)


Responsibilities

Sales & Marketing: - Responsible for a specific regions operation, meeting major clients and requirement analysis. Assign appropriate resources into the project, liaise with the manufacturer, and assist in the preparation of proposal, negotiation, project finalization and implementation, close-out.

Academic Qualification 
	Discipline
	University
	Year of Completion

	a. Post Graduate Diploma in Computer Application & MIS.
	Annamalai University – India
	1989 - 1991

	b. Bachelor of Science (Mathematics)
	Calicut University – India
	1988

	c. Diploma in Computer application and systems management from Apple Industries.
	Course Completed.
	


Personal Information 

Nationality

:
Indian

Marital Status

:
Married

Language Known
:
English, Hindi.
Strength

:
Industry experience, Market awareness, Responsible, Collaborative 



and amiable conduct.
The Person I am
I believe in being a complete team player, contributing diligently to the task on hand.  A positive thinker, my priority remains to stand tall in the fraternity of good human beings.

