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Enthusiastic sales professional with proven track record and more than 8 years’ experience in EMKE Group Middle East sales environment in Oman. Motivated and results focused with high performing and hardworking nature. Seeking position with successful team oriented organization and opportunity for advancement.
Overview

· 4 years of experience in purchasing coordinator at Lulu Hypermarket Oman.
· 4 Years of Experience as Store Keeper in EMKE Group Middle East
· Hands on experience in preparing day to day inventory report, dealing & interact with suppliers and control the stocks
· Good communication and interpersonal skills.
· Highly motivated and responsible
· Quick learner, highly enthusiastic, natural leader and creative problem solver
· Good analytical and have extensive product knowledge
Technical Skills

· Excellent computer proficiency in Microsoft Office 
· Excellent working knowledge in Enterprise Resource planning solution SAP in procurement module  
· Civil Draughtsman With AutoCAD
Work Experience

· 2011 Aug to 2015 Sep with Lulu Hypermarket Oman as purchase coordinator ..
Job Responsibilities
• Contact each vendor and take information regarding price, availability and quality of problems
• Arrange meetings with vendors and confer with them in order to provide them with requirements
• Confer with production managers to determine purchasing needs
• Make purchase orders and have them signed from production managers
• Assist in preparation of bidding documents and ensure that other documentation is in order
• Initiate contact with vendors to check availability of needed documents
• Ensure that the right amount of materials are delivered to the production pallet at the right time
• Check shipments to ensure quality and quantity of purchased items
• Monitor all purchase requisitions and handle adjustments with vendors
• Process proof of delivery requests
· 2007 Sep to 2011 Aug with EMKE Group Middle East as store keeper.
Job Responsibilitiesplaced orders for new stock and supplies whenever necessary.upkeep of various appropriate records of materials received.
· Received deliveries of new equipment and ensured that all the supplies were in proper order – Stored the supplies and items received in their designated place to avoid time wasted searching for items and general confusion.
· Issued supplies as per the demand of the clients and maintained records of payments.
· Maintained the budget of all the expenditures incurred and presented same to store managers.
· Reported to store manager on a regular basis regarding the need/demand of items so that the future orders could be placed accordingly.
· Monitored the functioning of store equipment and reported problems and failures to the supervisor.
                                                                                                                                                                                                                                                                               Education

	Qualification 
	Institute (Board/ University)

	BSc Mathematics
	Calicut University

	XII Standard
	Govt. of Kerala board of H S E

	X Standard 
	Board of Public Examination Kerala


Marital Status

: Single
Date of Birth

: 14 - 06 -1984
Nationality

:  Indian
References

: Available upon request
Hobbies


: Listening music, exploring tourist spots 
Languages known

English, Arabic, Hindi and Malayalam
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