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Objectives
Dynamic with versatile competence, enable to tackle all kinds of delicate intricate situation in the selected field. Updated knowledge in understanding the ups & down in the present Market. Outstanding skill in canvass, to promote sales and able to trace the business psychology.
Total Years of Experience    : 7 years 8 Month
Educational Qualification
· B.Com (Bachelor of commerce) from A.V.C College in Bharathidasan University 2005.
· Pursuing (Master of Business Administration) from National Institute of Business Management.

Additional Qualification
· American Certified Purchasing Professional (CPP) from Blue Ocean Academy in Dubai (UAE).
· Fire and Safety Management from National Institute of Labor Education & Management (NILEM) in Chennai 
·       IMS – Internal Audit Course (Covering: Quality, Environment and Health & Safety)
Holding Valid UAE DRIVING LICENSE (Light)

Current Experience From 2012 to Till date 
( As a Purchase Executive in Al Mansoori Specialized Engineering Co (Oil Field) in Abu Dubai, 
     U.A.E. From December 2012 to till date
Role and Responsibility as a Purchase Executive
· Maintaining and updating the approved suppliers list according to the historical trading record, competitiveness in delivery price and service, ability to deliver on time etc. 
· Finding and introducing new vendor for the business development. 
· As per the budget create capital purchase request (CPR) for management approval. 
· Make Quotation Analysis for selecting supplier.
· Preparing Purchase comparison Reports with different suppliers (including specifications, quantity, delivery time and Payment terms).
· Negotiation with vendors, undertaking benchmarking to ensure that cost effective procurement is achieved for the supply of goods and services.
· Approved PO sent to supplier and getting Order acknowledgement. 
· Controlling store material inventory, utilization of stock materials to the project.
· Arranging international shipping from outside supplier. 
· Maintaining records as per ISO Procedure.
· Co-ordination with Estimating, and projects Department for Materials sourcing.

· Follow up with stores co-coordinator for dispatch details and forwarding to concerned sales person and customer.
· Monitoring every issue of Asset, consumables and tools by stores assistant and routine checkup of the Materials issue slip.

· Verifying all the invoices & delivery notes received from the supplier and original invoices hand over to the accounts dept with attached Copy of DC, PR, LPO and GRN.

· Maintained & send the weekly purchase report to General Manager, Operation Manager & Finance Manager.
· Periodical physical stock verification
Previous Experience – From 2011 to 2012
( As a Purchase Executive in SPT OIL FIELD EQUIPMENT AND VESSELS MANUFACTURERS LLC Company in Ras Al Khaimah, U.A.E. From July 2011 to May 2012.

Role and Responsibility as a Purchase Executive
· Receive Purchase Requisition from Production Department, Raised RFQ to vendors and make comparative study of quotations
· Prepare periodic reports pertaining to stocks, price trends and development of alternate source of supplies.
· Price negotiation with the Suppliers 
· Preparing purchase orders & invoices for purchases.
· Maintaining a product/ Item wise approved vendor list (AVL)
· Coordination with production department for availability and schedule the delivery of the 
Materials.
· Keeping all documents related to Purchase & Contract.
· Preparation of GRV. (Goods Received Voucher)

· Preparation of SIV. (Store Issue Voucher)

· GRV & SIV to be updated and maintained in ORION Software

· Maintaining relationship with Supplier
· Making of Inventory Report for Transfer of Equipment
Previous Experience – From 2007 to 2010
( As a Purchase Coordinator in Lootah Group of Company (National Ready-mix Concrete co.) in Dubai, U.A.E. From April 2007 to August 2010.
Role and Responsibility as a Purchase Coordinator
·  Purchasing material for inventory and non-stock items for branches and customer orders. 

·  Reviewing Purchase orders and faxing and/or EDI over to vendors 

·  Monitoring to make sure and confirm expected ship dates and updating system. 

·  Resolving errors on purchase orders as required. 

·  Investigating and determining what/how/ why material came in incorrectly or damaged (for non conformances). 

· Manage minimal inventory.

· Maintain accurate ETA dates for open orders
·  Filing Purchase Orders. 

·  Reviewing reports for stock outs and expediting open orders. 

·  Monitoring price increases and communicating changes as necessary. 

·  Assisting with stock rotations as needed. 

· Work with accounting to reconcile invoice variances.

· Reviewing line points/ order points for inventory stock levels. 

· Other duties as assigned by management. 

Proficiency

· Soft Skills

· Good in Drafting Letters/Emails

· Great team player and have also demonstrated good leadership qualities. 

· Good at general management.
· Technical Skills IT
· Worked with windows98, 2000, 2003 and XP operation environments.

· MS Office, Internet explores, Outlook.
· CLA and Scala.
· Accounting Package - Tally 6.3.
· Language Skills

· Read 
: English, Tamil

· Write  

: English, Tamil

· Speak
: English, Tamil, Hindi, Malayalam & Arabic.
Personal details:
Marital Status


: Married 
Date of Birth


: 05-07-1983

Declaration:
I hereby declare that the above furnished details are fully true to the best of my knowledge and belief.

