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CAREER OBJECTIVE:
To seek a challenging position with a reputed organization in Purchase / Logistics functions and invest all my professional expertise and valuable experience to optimum levels to facilitate continued career growth.
PROFILE SUMMARY:
· A qualified and experienced professional with over 12 years of experience in Purchase & Logistics. 
· High stability in employment. 
· Extensive experience in Procurement/Sourcing, negotiations, Freight/Logistics. 
· 9 years of experience in Dubai, United Arab Emirates. 
· A Commerce Graduate with excellent computer skills. 
· Can handle multiple tasks effectively and very much flexible with environment. 
· Excellent communication skills in English. 
· Possesses excellent organizational skills and can work well independently. 
· Presently working on SAP. 
EXPERIENCE:
Purchase & Logistics Supervisor
Souq Parts FZE (Subsidary Entity of Abdul Lateef Jameel Group)
Jan 2015 to till date.
Job Profile:
· Handling team of 4 members. 
· Assign duties to each staff member and review the work. 
· Recruit staff for department and train them in line with procurement policies of the company. 
· Responsible for the purchase of products and services in the Organization, ensuring the products or services are of high quality, regardless of price. 
· Responsible for maintaining accurate records of purchases and pricing and ensure that the department has important details, such as the suppliers’ qualifications, delivery times, potential development and products. 
· Responsible to look for interested suppliers and negotiate the best deal for the company and to maintain good relations with the suppliers. 
· Receiving of request for purchase from sales team and distributing the same within team members for processing orders according to requirements. 
· Send enquiry to selected suppliers with the specifications of the materials and get the best deals. 
· Communicate with suppliers for their concerns regarding materials specs, certificates needed, lead time payment terms, etc. 
· Responsible in tabulating the prices submitted by suppliers/vendors. 
· Indorse the quotations to the management for bidding process. 
· Approve the Purchase Orders prepared by team members. 
· Approve the LC drafts and get the necessary approvals within Organization and suppliers before establishing LC with bank in coordination with accounts dept. 
· Screens freight forwarders quotations and recommend it to the management for approval. 
· Supervise the incoming and export shipments. 
· Ensuring that import shipments are efficiently cleared through customs. 
· Supervise in preparing documents for export shipments. 
· Handling cross trade shipments to Saudi Arabia, Algeria, Pakistan & Sri Lanka. 
· Handling 3 PL warehouses at Jebel Ali Free Zone and Al Quoz for storage of materials. 
· Familiar with Saudi & Algeria customs rules & regulations / requirements for shipment clearance at destination. 
Purchase & Logistics Supervisor (promoted)
Jan 2014 to Dec 2014
Joined & Worked as Sr. Purchase & Logistics Executive
April 2009 to Dec 2013
Alshaya Trading Co. LLC
Job Profile:
· Handling team of 3 members. 
· Coordinate all sorts of purchase queries. 
· Receiving of request for purchase from sales team and processing the orders according to requirements. 
· Send enquiry to selected suppliers with the specifications of the materials. 
· Communicate with suppliers for their concerns regarding materials specs, certificates needed, leadtime payment terms, etc. 
· Responsible in tabulating the prices submitted by suppliers/vendors. 
· Indorse the quotations to the management for bidding process. 
· Prepare & Issue Purchase Orders to the suppliers. 
· Receiving Pro-forma invoice/Order confirmation against the orders. 
· Follow up the status of delivery of each material and check if the materials were delivered on time. 
· Arranging advance payments to the suppliers depending on the agreed payment terms. 
· Prepare LC drafts and get the approval for same from suppliers before establishing LC with bank in coordination with accounts dept. 
· Coordinate with the suppliers and receive all necessary documentation for the clearance of shipment. 
· Screens freight forwarders quotations and recommend it to the management for approval. 
· Coordinates with freight forwarders and process the incoming shipments. 
· Receives pre-alerts advice and notices from suppliers or freight forwarders regarding upcoming deliveries. 
· Ensuring that imported shipments are efficiently cleared through customs. 
· Preparing documents for export shipments. 
· Applying for Certificate of Origin through Dubai Chamber of Commerce. 
· Familiar with all kinds of building materials. 
· Handling cross trade shipments to Saudi Arabia & Qatar. 
· Familiar with Saudi & Doha customs rules & regulations / requirements for shipment clearance at destination. 
Purchase & Logistics Executive
Hamad Rahma Abdulla Al Shamsi Gen. Trading (Exclusive dealers of Roca for Dubai & Northern Emirates)
December 2005 to February 2009
Job Profile:
· Coordinate all sorts of purchase queries. 
· Receiving of request for purchase from sales person and processing of orders according to requirements. 
· Receiving Pro-forma invoice from different suppliers. 
· Negotiation with suppliers for best prices before placing the orders. 
· Preparing Purchase Orders. 
· Coordinate and handle import shipments. 
· Coordinate and arrange deliveries from Dubai customs to store. 
Purchase Coordinator
SABA Electronics, Hyderabad,
May 2003 to October 2005.
Job Profile:
· Receiving of request for purchase from sales person and processing of orders according to requirements. 
· Receiving Pro-forma invoice from suppliers. 
· Negotiation with suppliers for best prices before placing the orders. 
· Preparing Purchase Orders. 
ACADEMIC QUALIFICATION:
· Bachelor of Commerce (B.Com) from Osmania University, Hyderabad - India in the year 2004. 
COMPUTER SKILLS:
· Post Graduate Diploma in Computer Applications (PGDCA) from S.N.S. Memorial Computer Education Centre, Hyderabad. 
	Operating Systems
	:
	MS-DOS, Windows 95/98/ME/2000/XP

	Packages
	:
	MS-Office 97/2000/2003/2007, Internet and Email

	
	
	applications, Web browsing & Outlook express


TECHNICAL SKILLS:
· Diploma in Typewriting 
STRENGTHS:
· Easy going, spirited enjoy a reputation of being hard working and dedicated. 
PERSONAL INFORMATION:
	Date of Birth
	:
	29th July 1983

	Nationality
	:
	Indian

	Religion
	:
	Islam

	Marital Status
	:
	Married

	Languages Known
	:
	English / Urdu / Hindi / Telugu


	Visa Status
	:
	Residence Visa (UAE)

	Driving License
	:
	Holding a Valid UAE Driving License


Talents & Achievements:
· Willing to take on multiple duties & rearrange priorities. 
· Customer focused both internal & external. 
· Suggest & implement new operations & infrastructure. 
Extra Curricular Activities:
· Diploma in Personality Development & Management. 
I am quite flexible and have a flair for quick learning and adopt new environment. If you offer me a chance of employment, I assure good and honest service.
