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Purchasing Supervisor
PERSONAL SUMMARY
Highly energetic and self motivated professional with 5 years gulf experience for managing and directing the procurement activities in a construction company
Possess excellent organizational and work management skills, with better communication and behavioral conduct.
· Experienced with inviting and allotting tenders and quotations. 

· Expertise in developing local vendors, reducing the cost of procurement of material. 

· Experienced with implementing systems of inventory management avoiding over-stocking or wastage. 

WORK EXPERIENCE
aBDUL ALI AL AJMI COMPANY,SAUDI ARABIA – 
One of the major building, road ,bridge and runways Construction Company in the eastern province and other parts of the Kingdom of Saudi Arabia. Maintenance projects for different government departments, ministries and the private sectors.Web:www.alajmicompany.com
Purchasing Supervisor                         Jan/2010 to Mar/2015 
· Develop, implement, and maintain material planning and purchasing policies to ensure timely flow of materials and products to projects and sites. 
· Understand and articulate personal and departmental strategies related to the suppliers and commodities assigned and supervised. 
· Develop and foster business relationships with suppliers. 
· Facilitate communications and coordination between purchasing, planning, and engineering to manage commodities and suppliers effectively.
· Issue and review quotes, contact vendors, and award component bids. 
· Buy supplies, materials, and equipment for plant and site operation consistent with quality and delivery expectations.
· Evaluate vendor performance.
· Continuously identify measure, improve, and follow purchasing processes.
· Develop and mentor direct reports in business professionalism, strategy development and execution, and supply chain management.
· Ensures the supplied goods conforms to the product specifications and requirements requested.
· Ensures that all materials needed by the plant (Local and Imported, Indirect Materials) are available at all times.

· Responsible for the continual improvement activities of the purchasing operation.

· Provide and maintain good relationship with the end-users and the suppliers.
· Preparing invoices, reports, letters, and documents, using word processing and presentation software's.
·  Maintain an adequate inventory of office supplies.

CHINMAYA INSTITUTE OF TECHNOLOGY, Kerala, India 

System Administrator                                           Aug-2005-Mar-2009
  
Duties
· Administration and Maintenance of Generators, UPS, Power supply's etc

· Setup computer system and related peripherals and test network connections.
· Maintain the company's network infrastructure.

· Configuration and testing of any new hardware and software.
· Interact with staff on desktop problems and their resolution.

· Order or buy computer systems and liaise with purchase and supplies department.
· Responsible for troubleshooting, installation, configuration of computer system.
· Preparing invoices, reports, memos, letters, financial statements and other documents, 

· Performing general office duties such as ordering supplies, maintaining records management systems and performing basic bookkeeping work. 

· Maintain an adequate inventory of office supplies.

· ordering and maintaining stationery and equipment supplies;

· sorting and distributing incoming post and organizing and sending outgoing post

· Organizing and storing paperwork, documents and computer-based information.
ONE ZERO INFOSOLUTIONS. Kerala, India

Customer support engineer                           Mar-2004-Aug-2005
Duties:

· Monitor all assign cases for customer support and update all activities on company tracking system .

· Perform troubleshoot on all network and application issues and recommend resolutions to ensure better customer services.

· Oversaw all backups and perform routine maintenance on server and administer all network treats and virus issues.  

· Installed, Upgraded and maintenance of customers computers, peripherals & hardware component as per requirements.
· Performed Desktop application installation and configuration; Installation, configuration and troubleshooting printers

· Performed routine system management tasks, operating system upgrades and tests.

· Installation of Operating Systems like Windows 9x, XP, 2000 and connecting it to the network.

	
	AREA OF EXPERTISE 
· Office procedures
· Document Management
· Advanced Negotiation
· Inventory Management and control
· Procurement plan for major projects
· Proficiency in computer  
· Problem solving

· Communication
ADMINISTRATIVE ABILITIES
· Excellent communication and interpersonal skills
· Natural positive attitudes and outlook
· Good Organizational skills.

· Records and relevant paper works.
· Ability to work with minimum supervision
· Good skills in computer and Software 
ACADEMIC QUALIFICATIONS
· THSLC, Board of Technical Education Govt. of Kerala. 
· Diploma in Electronics Engineering, Board of Technical Education Govt. of Kerala. 
SOFTWARE SKILLS
· Microsoft Office(Word, Excel, PowerPoint)
· Windows OS (Windows XP, 2000, 2003, win7).

· Linux OS

LANGUAGE KNOWN
English

Arabic

Malayalam

Hindi
PERSONAL DETAILS
Date of Birth :04/05/1984
Nationality: Indian

Marital Status : Married
Place of issue: Riyadh, KSA

    


