
Master of Business Administration-Finance, with over 5 years experience in Procurement.
	Summary      


Highly experienced and motivated procurement specialist with extensive experience worked in a Banking and BPO sector. Looking for stimulating role where I can apply my enthusiasm, professionalism and thorough approach to support and optimizes the organizations benefit.
	WORK EXPERIENCE   


· Genpact India (August 11, 2014–August 5, 2015) as Management Trainee
Genpact Limited is a multinational business process outsourcing and information technology services company, serving clients from 25 countries. Its current clients include more than 100 of the Fortune Global 500. McGraw Hill Financial is one of them. It is the leading provider of ratings, benchmarks and analytics in the global capital and commodity markets.

Our team at Genpact supports McGraw Hill Financial in Sourcing and procurement operations.
	Job Role


· Providing support for procurement of Marketing, IT, HR and facilities related products and services.
· Managing the online catalogs available on the client’s procurement tool.
· Primary contact between vendors and users for North America Region. 
· Processing the procurement requests from users on online tool serving as Ariba, Citrix, Oracle, SDM 12. 
· Team also includes Helpdesk accessible to the client and the vendors.
· Aligning with the client requirements, training program for new team member.
· Finding the right suppliers that meet their needs, negotiate prices and put in place the right contract.

· Ensuring the SLA accuracy and timeliness are met.
· Contract Management; make sure all the compliance check is done before the contract and Sow is fully executed.

· Responsible for maintaining the required contract documents for all the new supplier on boarded.
· Responsible for vendor management and onboarding the new supplier after compliance check is made.

· Creating purchase orders follow up with suppliers for Rejection /Storage/ Delivery and coordinate with accounts payable for bill payment.
· HSBC India Ltd (August 19, 2010 – April 23, 2014) as Procurement Executive
HSBC Electronic Data Processing India Private Ltd. is the business process outsourcing office of the HSBC Holdings plc extending support to the retail branches across the globe. Purchasing involved purchase of IT Products, Mobile phones, Office Supplies, Branch project orders, Human Resource, Apparels (clothing) Marketing and Print stocks for employees and supporting Payment to vendors.
Our team dealt with backend operations, like processing purchase requests from UAE and North America region on a variety of products.  
	Job Role


· Expertise with inviting and allowing tenders for E-auctions (RFx, RFI, RFQ & RFP) and ensuring optimize the usage of e-sourcing activities.
· Handling e-procurement of different product and services using tools like NexTouch and Buysmart (ARIBA).
· Training business user and vendors on e-tool. Resolving issues relating to usage of online sourcing tool (AT Kearney eBreviate).
· Work closely with our business partner in negotiating with the suppliers and placement of Purchase order / Direct Order.
· Raising Purchase Orders on BuySmart (Ariba) System.
· Maintaining and checking the minimum stock in the storage and sending the daily report on minimum and reorder stock level in the warehouse.
· Follow up with suppliers for Rejected goods, Storage and Delivery. Coordinating with them till an order is delivered.
· Preparation of monthly Purchase Report for the orders made for different Regions.
· Preparing monthly savings Report for the Purchase made.
· Updating the documents and preparation of purchase MIS.
· Handling Internal auditing of Department Performance.
· Experience in various facets of procuring goods & services from local and global Markets.
· To coordinate with accounts payable for bill payment. Liaise with Finance Department for timely payment of bills.
· Handling customer service at its 24/7 call center answering employee queries over the call.
	 Recognitions at HSBC


· Was awarded the ‘Best Trainee' award for the month of September, 2010.

· Was awarded ‘Star of the Batch' award for the month of December, 2010.

· Was awarded ‘Star of the month' award for the month of May & September, 2011 and April, July & August 2012 & February & May 2013.
· Received many appreciations from the customers and Business area for providing excellent customer service and always maintained 100 % quality.
· Awarded with Purchasing Professional Program certification.
· Handled UAE Migration in the year 2013 and made the work BAU in just 6 months after migration. 
· International Business and Services Needs Incorporated (IBSN) as Tax Analyst from November 2009 to April 2010
IBSN is dedicated to serving the Tax Planning and Tax Preparation, Financial & Investment Planning, Business Incorporation & Setup and Business Planning & Capital Sourcing services needs of individuals, self-employed and small business houses.
	 Job Role


· Making calls and taking information from the client for tax preparation.
· Preparing tax return from the information collected from the clients.
· Checking the forms generated after preparing the return.

· Sending tax summary to the clients.

· Explaining the summary to the clients.

· Sending the documents to the clients for review and the signature.

· Sending the signed documents to IRS for the approval.
	SOFT SKILLS  


 Computer Proficiency 
· Proficient with the use of Windows, MS Office, Excel, PowerPoint presentation, Tally, Focus, Peach Tree and Internet.

· Adequate knowledge on Ariba 12s and 13S1, Swift, Nextouch, WMS, eBreviate, Oracle, SDM 12 and Ariba Buyer Account.

· Typing speed of 40-45 wpm (English)

	EDUCATIONAL QUALIFICATIONS   


· Master of Business Administration, Specialization in Finance & Human Resource from Osmania University. Achieved MBA in the year 2009.

· Bachelor of Commerce, Specialization in Advance Management Accounting & Corporate Accounting from Osmania University. Achieved B.Com in the year 2007.

· Intermediate, Specializations in Commerce, Economics & Civics from Board of Intermediate Education, Andhra Pradesh. Finished Inter in the year 2004.

· Primary & Secondary education from VSP Public School from Central Board of Secondary Education. Completed schooling in the year 2002
	STRENGTHS   


· Process strong leadership Skills, Ability to manage a team.

· Good analytical and communication skills.

· Quick learner and flexible to challenges.

· Capable of managing multiple responsibilities simultaneously 
	PERSONAL PROFILE


Date of Birth:

 29th August 1986
Languages Known:
 English, Hindi & Telugu.
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