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SUMMARY OF PROFESSIONAL EXPERIENCE:
Ten (11) years of total Procurement, Purchasing, and Sourcing experience, and One (1) year in the Master Commodity Agreements. Provide total sourcing service to the client for both Commercial and Government acquisition projects such as demand analysis, supplier selection, and supplier contract. Also responsible in reviewing proposals, negotiate prices, delivery, and other terms and conditions. 
Four (4) years of experience in Production, Marketing &Purchase Coordinator position with ability to develop sales, marketing and reduce production cost, strategies to acquire new customers,vendors and retain existing accounts.
CORE COMPETENCIES: 
	· Procurement Activities

· Global Vendor Sourcing

· Supplier Management

· Supply Chain Management

· Customer Service Management 


	· Executive-Level Negotiations  & Managing Strategic Agreements

· Contracts and Proposals

· Sales & Marketing Management

· Technical & Product knowledge



· Strong focus on building and maintaining close ties with customers and vendors.   Proven ability and demonstrated skill at analyzing competitive bids & contracts.  

· Excellent verbal and written communication skills, strong analytical skills and the ability to work in a fast-faced, self-directed environment. Highly respected builder and leader of winning teams; able to assemble, motivate, and retain a high quality workforce. Committed to performing professionally and effectively to contribute to the success of the organization. 
WORK EXPERIENCE:
· Selective Marine Service LLC

Dubai –UAE
February 2013 to Present
Senior Purchaser—Offshore Rig
Job Descriptions:  
· Support rig operations on a daily basis with the objective of zero downtime with increased rig profitability due to cost effective procurement of materials.

· Controls outside services & repairs of rig equipment.

· Increasing storeroom efficiency with regular offshore visits/audits and development of improved procedures and systems including training of off-shore storekeepers.

· Procure materials in accordance with Company Policies and Procedures ensuring materials are purchased in a cost effective manner.

· Ensure that all COSHH and North Sea regulations pertaining to material traceability/certification are in accordance with ISO 9001.

· Co-ordinate outside services and repairs of rig equipment.

· Assist Materials Supervisor/Manager Materials in conducting vendor selection with regards to high volume usage material as well as critical spares with regards to price, availability and stocking levels.

· Monitoring rig stock levels by reviewing min/max against usage to ensure operational availability versus cost efficiency.

· Ensure that all Materials Department files are maintained in a professional manner.

Expedite outstanding orders.

· Liaise with Warehouseman/agents regarding shipments to rigs on a timely and efficient basis whilst also ensuring disposition of material returned from rig is advised promptly.
· Assist OIM/OM for daily rig operations.
· The MGT Group
Al Quoz, Dubai, UAE
July 2004 to January 2013
Senior Purchaser, Procurement (August 2007 to January 2013)

Field Buyer (June 2004 to July 2007)

Job Descriptions:  
Senior Purchaser
· Administer complex master Regional Commodity Agreements (RCA) such as a multi-million dollar contract for Generators, Fuel Tanks, Communication equipment’s, IT, A/C units, and Vehicle Spare Parts, with negotiated pricing. 
· Review and conduct past purchase data and projected demand in order to revise the stock list to improve the hit rate.
· Prepare Procurement Review Board (PRB) package for review and approval of the higher Management.

· Evaluate and analyze proposals, and conduct negotiations prior to award of RCA in order to obtain the lowest pricing.
· Award contract to the selected supplier.
· Incorporate Key Performance Indicators (KPI) in new RCAs in order to give vendors an incentive to perform delivery expectation.
· Prepare Material Reference Number (MRN) request for the newly awarded RCAs.
· Provide weekly updates to Management, Materials Department, and Site Estimators on RCA issuance and change orders. 
· Provide monthly Not to Exceed (NTE)/Spend Rate updates to Management.
· Monitor the current number of RCAs during the year to include new candidates as well as candidates to be removed as identified with the assistance of Site and Management.
· Monitor the RCA NTE value to ensure that there will be sufficient funds. Issue change orders to enhance the NTE value prior to funds being exhausted.
· Review and approve procurement files prior to the issuance of Purchase Order or RCA Release Order. 
· Participates in monthly/quarterly meetings with vendors to discuss their performance, responsiveness and terms of delivery as part of a vendor evaluation process. 

· Constantly monitor all QA/QC rejection reports and provided to the vendors for corrective actions.

· Monitor ageing of requisitions.
Field Purchasing Specialist
· Working in a team and working along with the Procurement Team Lead to identify the basic goal of executing requisitions on a timely manner.
· Sourcing out vendors for specific requirement or scope of work as required in the procurement request or requisition.
· Prepare and issue Request for Quotation (RFQ) for complex requisitions such as Generators  Fuel Tanks, Communications & Networking items..
· Prepare technical evaluations (if required) for Site Subject Matter Expert (SME) review and approval.
· Creates and submits Administrative Contracting Officer (ACO) Consent Packages for release awards.
· Review and submit cost savings report.

· Award a minimum of 25 requisitions per week in order to meet our team goal of maintaining productivity of 65 to 70 requisitions per week.
· Assist Site in their technical and pricing needs and any other issues.

· Assist and help new team member(s) of the Procurement Procedures and give some details on scope of work.  
· Communicate with the vendors and material controls at the various sites to procure the exact material as on the requisitions.
· Prepare and issue Request for Quotation (RFQ) for ordinary requisitions.

· Inform the vendors about the procurement requirement in regards to the quotation format.
· Prepare and analyze bid tabulations for received quotations.
· Updating the ERP log in a timely manner.
· Assist and perform special task that maybe assigned to me by the immediate Commodity Specialist.
· Shakti Hi-Tech Components PVT LTD.

Faridabad, India
April 2002 to June 2004
Production Manager (January 2002 to March 2004)


Sales and Marketing Representative (April 2001 to June 2002)
Job Descriptions:  
Production Manager 
· Take care of day to day operation of the factory’s production unit, from material handling Safety & Production.
· Production planning according the requirements.. 
· Organizing and directing production activities
· Maintaining production Quality
· Reducing production cost.
· Arranging material & man power.. 
· Making production chart and reduce production loses.
· Reporting to General Manager.
Sales and Marketing Representative 

· Contact customers and conduct on-going analysis of competition’s pricing actions, sales volume, trends, and tracking studies.

· Develop and maintain relationships with existing and potential customers by means of visiting the customer facility or contacting directly via phone.

· Secure opportunities to quote on customer requirements and follow up on those quotations presented.

· Communicate prices, terms or conditions of sales programs with customers.

· Participate in weekly sales training sessions that are designed to inform and teach others in the company about marketing activities and initiatives.

· Assist field sales staff with marketing project requests.

· Prepare and monitor marketing reports, goals and outcomes; communicate regularly and effectively with supervisor to ensure mutual goals are understood and met.
· Attend performances and other events as required out of normal office hours.

Expo Industries

Purchase Coordinator

New Delhi – India

May 2000 to March 2001
· Process Purchase Requisitions.

· Process Purchase Orders.

· Follow up for materials

· Coordinate with accounts and supplier payments.

· Preparing goods receive note.

· Updating stock.

· Maintaining purchase records.

· Preparing records

EDUCATION:
Mechanical Engineering Diploma (3yrs) 1994 - 1997
Technical Education Board --India 

Authenticated Certificate available 
SEMINARS/TRAININGS: 

· ISO 9001 
· Security Awareness & Code Ethics 
· Strategic Sales and Marketing
OTHER SKILLS: 

Knowledgeable in Microsoft Word, Excel, Procurement Module, Purchasing Plus (PP+), Power Point, Outlook & ERP
PERSONAL INFORMATION:

Nationality: Indian 

Birth Date: September 20, 1976  

Status: Married 

Religion: Christian Catholic
Visa: Employment Visa

UAE Driving License: Yes
