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11yrs experience

Supply Chain Management -Procurement, Sourcing, Logistics, Inventory Management, Executive Assistant.
CARREER OBJECTIVES:

· To seek a position as Procurement Manager in a competitive environment that will provide an opportunity to develop analytical skills and impact the growth of organization with profitable results.

PROFESSIONAL EXPERIENCE: 
· Accenture Services Pvt. Ltd.
Project :Hardcore Procurement – Handled projects for US, UK and India
Project Duration :  - October 2006 – November 2014 ( 8 yrs 1 month)
Assigned Role : Procurement Operations Analyst including the Executive Assistant role.
· Vidyanjali Montessori School
Duration : December 2003 - September 2006 ( 2yrs 9 months)
Assigned Role : Public Relations Officer cum Administrator
EDUCATIONAL QUALIFICATION:
· Master of Business Administration, MBA
Karnataka State Open University, Mysore, Karnataka, India



2003 - 2006
· Master of Commerce, M.Com
Karnataka State Open University, Mysore, Karnataka, India



2001 - 2003
· Bachelor of Commerce, B.Com
Karnataka State Open University, Mysore, Karnataka, India



1998 - 2001
ADDITIONALCERTIFICATION:
· Honors Diploma in Network Centered Computing, HNC
NIIT, Bangalore, Karnataka, India







1998 – 1999
· Tally 7.2 with VAT

CMS Computers, Bangalore, Karnataka, India



               

2006

· Speech Craft for Public Speaking

Sunshine Toast Masters International club, Bangalore, Karnataka, India 
               

2006

· Diploma in Fashion Designing

Vogue Institute of Fashion Technology, Bangalore, Karnataka, India


2012 – 2013
EMPLOYMENT HISTORY:
· ACCENTURE SERVICES PVT. LTD.-(Oct, 2006–Nov 2014)
PROCUREMENT OPERATIONS ANALYST (CATEGORY BUYER) and cross trained on the role of Executive Assistant
            BANGALORE, KARNATAKA, INDIA

· Worked as a Procurement Operations Analyst - supporting transactional requirements including PO / PR Process, commercials negotiation process and compliance, stakeholder management, catalogue creation etc., for Indirect spend, mainly concentrated for the spend associated with Facility Management for Capex and Opex category includes Travel, Insurance, HR and IT category.
Capex & Opex – Civil and Interiors, Plumbing, Carpentry, Painting, Furniture’s and fixtures, Safety systems, joinery works, consumables, Transport and water supplies and Miscellaneous.
Travel – Hotel Bookings, Car rental and Airlines

Finance and Insurance – Employee salaries, Employee Medical Insurance

HR – Recruitment Agencies for full time and contracted employees
IT – Laptops, Desktops, Data connection, Televisions, projectors and handsets.
· Sending Bill of Quantity (BOQ) to preferred vendors, receiving quotations, comparing quotes (based on quality, price, speed of delivery/ performance, warranties), negotiating, finalizing vendor, approving it on the tool and releasing the order to the vendor.

· Any project budgeted more than 2 hundred thousand INR, which is non-transactional in nature, was led by me.
· Managed end to end sourcing engagements for PAN India requirements (40 facilities spread across 7 metro cities)
· Based on the requirement, relevant souring effort was undertaken which would involve any of the following stages or all of them (RFI’s, RFP’s and RFQ’s)
· Negotiating annual rate cards with suppliers.
· Negotiating on prices or cost avoidance, payment terms, higher discount on bulk purchases, free packaging and  delivery.
· Recommendation for souring effort was shared to the respective leadership team based on the value of the effort, capturing (benefits, risk, details of the scope/ product, anticipated spend & savings, etc.)  
· Contract drafting and finalizing Master Agreements with the help of internal legal team
· Facilitate post contract finalization actives like Technical comparison, commercial negotiation, order finalization, supplier empanelment, catalogue creation, approving Purchase Requisitions, and issuing P.O’s 
· Tracking spend and savings against supplier.
· Handling comprehensive and non-comprehensive AMC’s
· To ensure timely receipt of goods and services and also timely payment from accounts.
· Checking the availability of the materials in the stores before placing a new order
· Maintained reports on materials delivered in the store in coordination with the facility in charge.
· Updating the projects team on the materials delivery.

· Good in grasping new concepts and eager to take new assignments for any new project requirements.
· Address any operational issues / queries that client team have with the suppliers.   
· SRM (Supplier Relationship Management) – Have quarterly meeting with all the supplier that is Management
· Monthly meeting with relevant stakeholder to understand the forecasted projects and address the issues if there are any pertaining to supplier not adhering to SLA’s.
· Identifying any new projects that can create value which is cost effective and beneficial for organizational. Responsible for meeting the SLA’s agreed with the stakeholders

· Driving operations call, training new hires, New Vendor Development., etc.
· Handling a team of 10 members and closely working with the team for process improvement.
· To work cross functionally to define project scope, execute status reporting activities across multiple categories.
· Cross training : Addition to procurement activities worked as a Executive Assistant for 6yrs: 
Maintained calendar

Took care of travel and accommodation

Took care of client visits

Scheduled vendor meetings

Scheduled interviews

Cab Bookings

Arranging Visa and Passport

Arranging FOREX
Arranging meetings and meeting rooms
Filling important documents

Raising Purchase Requisition for Office Supplies, Quarterly budget and Birthday Bash.

Event management

Arrange team outings

To submit time and expenses in myTE and

Other Admin related activities

· VIDYANJALI MONTESSORI SCHOOL
 -  (Dec, 2003 – Sep, 2006)
PUBLIC RELATIONS OFFICER CUM ADMINISTRATOR

 
BANGALORE, KARNATAKA, INDIA.
· Worked as a Public Relations Officer in Vidyanjali Montessori School for the procurement of office supplies, hardware and Software, books, Montessori Materials and Stationary to the School.

· Establishing and maintaining relationship with the society.

· Dealing with parents, company representatives & Department people and Recruiting Staff.

· Accounting of salary accounts of the teachers & maintaining cash book.

· Preparation of annual statement with respect to attendance, enrollment, incomes, expenditure, and recording changes of address and phone number
· Drafting emails, reports & letters to the newspaper. Maintained the Master School Calendar. 
· Preparing and sending out records of transferring students, including graduates, at the end of the school year upon request of the schools. 

· Setting up permanent records for any new students who enter the school. 

· Filing the necessary claim forms when a student reports an accident under the Student Accident Insurance Plan. 

· Placing orders for textbooks, supplies, etc., from the approved budget.  

· Receiving tuition, registration, and other fees of new admission and keeping accurate records of such. 

· Contracting buses as necessary and notify Bus Company of any changes. 
COMPUTER /TECHNICAL SKILLS:
· Tally 7.2 with VAT

· Speech Craft for Public Speaking

· Diploma in Fashion Designing

· Proficient in operating MS-Office Applications, Windows 97-2003, 2007

· C & C ++

· HTML (Hypertext Markup Language)

· Sybase and SQL Server
· Hands on experience in presentation, business case and cost benefit analysis.

· Knowledge on taxes/ duties applicable for variety of products / services.

· To manage all logistics matters with reference to import as well as local purchases.

· To ensure safe receipt, storage, retrieval and timely dispatch of goods.

· To prepare and manage the logistics system to optimize time management.

· Knowledge about Emptoris, Ariba, Aravo, SUMP, SAP, PPP and other tools.

· Carrying out and analyzing RFI’s, RFP’s and RFQ’s.
· Negotiating Commercials/rates/pricing, Contracts and Contract management.
ACHIEVEMENTS:

· Received SPOT award in the month of December-2011.
· Received 1+ (highest rating) for the cycle 2007-2008.
· Received an award for being a Star perform in the month of April – 2011 for customer delight.
· Received Exceeds Expectation ratings (performance Management) for the previous two cycles 2009-2010.
· For the year 2007-2008 been the top performer among my peer group.
· Received Exceeds Expectation ratings (performance Management) for two cycles and also for the complete year 2010-2011.
· Received summit award in the month of August -2009 for people development. 
· Received summit award in the month of March-2010 for the best performer in the whole of APS.
· Received summit award in the month of March-2011 for the best performer in the team.
· Received certificates and monetary award for cost savings ideas submitted at we@accenture.
· Received appreciation mails and monetary award from Executives and stakeholders for Maximizes Team's Performance.
PERSONAL DETAILS:
Date of Birth:


11th December, 1977
Employment Status:

Full Time

Relationship Status:

Married

Nationality:


Indian

Visa Status:


Husband Sponsor

Linguistic Abilities:

English, Hindi, Urdu, Kannada, Marathi and Tamil
I DECLARE THAT THE ABOVE INFORMATION IS FURNISHED IS TRUE TO THE BEST OF MY KNOWLEDGE AND BELIEF.
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