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OBJECTIVE













To be associated with a Progressive Organization that gives an opportunity to develop and update knowledge, skills and be a part of the team that dynamically works towards the growth of the Company.
EXPEREINCE













Procurement Coordinator
World Security 

December 2011 to date
Major Responsibilities:

· Source and purchase of materials / related products required for projects
· Collect the DRF (Demand Request Form) with supporting documents.
· Collect quotes from suppliers, prepare comparison sheet, issue LPO and follow up for the delivery of the materials.

· Prepare and submit Claims for Payment and responsible for payment collection. 
· Conducting monthly meeting with the suppliers to review the current purchasing activities.
· Prepare and update Project Procurement Summary and Cost Summary.

· Prepare and submission of the proposals including Bill of Quantities with the client and assist in establishing a client’s requirements; preparing and analyzing castings for tenders.
· Maintenance of all the database of project with status updates (Electronic documentations), File management & Quality management.

· Liaison with Engineering Dept. and with client, main contractors, sub-contractors and other parties involved the projects.

· Coordinate / follow up promptly for availing delivery notes, completion certificate, project progress report etc. from Customers, Suppliers or Engineering team. 
·  Contact carrier representative to make arrangements and to issue shipping instructions and delivery of materials

· Rectify problems such as damages, shortages and non-conformance to specifications
Sales Coordinator
Al Masaood MED
December, 2008 to December, 2011
Major Responsibilities:
· Prepare the Purchase Orders in the system and sent to the concern departments for approval.

· Coordinate with the Logistic Dept. for arranging the mode of transportation.

· Forward the necessary documents to the Clearance Department (Bill of lading, Packing list, Commercial invoice)

· Coordinate with the Accounts Dept. for payment process, suppliers account reconciliation etc.

· Coordinate with the Inventory Control Dept. for preparing GRN and pricing.

Business Development Executive

Access Atlantech Technologies India Ltd.

May, 2007 to August, 2008

Major Responsibilities:
· Analyze the market & finding the target customers.

· Planning of market activities.

· Conduct seminars.

· Prepare daily & monthly report.

· Resource planning, target setting & review.

· Provide counseling for the students and parents.

ACADEMIC QUALIFICATIONS










· MBA from Bharathier University, Coimbatore - India. (2007)
· BSC (Computer Science), Mysore University, Karnataka - India.(2004)
SKILL & EXPERTISE












· Certified Purchasing Professional – CPP 
· SAP in Material Management & Kerridge software application
· Professionally skilled in Maximo (an ERP package from IBM)
CARRIER ACHIEVEMENTS 











· Awarded as Employee of the month in the month of August - 2013
· Attended seminar in Effective Communication Skill conducted by DP World – 2013

· Attended seminar in time management conducted by Blue Ocean training academy.
· Attended seminar in How to be strategic purchasing professional?
PERSONAL INFORMATION












Nationality
: 
Indian

Date of Birth
: 
September 27, 1983                                                                   

Gender
: 
Male

Religion
: 
Hindu

Languages
: 
English, Hindi, Malayalam, Tamil and Kannada
References shall be furnished upon request.
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