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A results driven, hardworking and capable procurement officer with a track record of significantly reducing
costs and also improving a company’s processes and corporate to ensure that a company enjoys a competitive 
edge when compared to their competitors by securing the best quality, price and terms from suppliers.

Always delivering results against strategic objectives, whilst working within the organizations core values and beliefs. Now looking for a new and challenging position, one that will make best use of existing abilities and knowledge and also further my career and professional development.

Professional Synopsis
A qualified Bachelor’s Degree in Finance & Operation with 3 years of experience in professional set up as the Purchase practitioner.
Currently serving Penta Biotech India as a Executive Purchase with the major role to support the 
design and execution of purchase procedure and strategies to improve for create a performance
oriented work culture as per business requirements.
Hands-on-experience in Production Planning, Inventory Management, Shortage Analysis, Vendor Rating & Calibration Services.

Career History:
Presently working in Penta Biotech India (Medicines Manufacturer e.g. Tablets,Capsules,Ointment etc.)
       as a Executive Purchase from Dec.2012 to Sept.2015.
Purchase, Vendor Rating and Development
· Negotiation support to Buyer for Misc. purchases 
· Continuously monitoring, evaluating and improving supplier performance. 
· Ensuring the adequate supply of all required materials, components and equipment. 
· Managing the procurement supplier relationships for the company. 
· Helping to source alternative items for buyers and customers.  
· Responsible for Procuring Machineries, Chemicals, Instruments, Hardware/Technical Spares etc.
· Supporting purchase/Calibration function with misc. activities.  Purchase/Work order management, supplier management. 
Job Responsibilities
1. Material procurement from approved vendors. 

2. Follow up for Material. 

3. Issue form-16. 

4. Correspondence with vendors. 

5. To take approval from Food & Drug Authority. 

6. To execute finished goods materials to various parties. 

7. To make Invoices/Purchase Orders/Quotations etc. 

8. Petty Cash handling. 

9. To maintain Sale/Purchase/Correspondence etc. 

10. To finalize Bank Reconciliation Statement. 

11. Banking related works. 

12. To issue payments to various parties. 

13. To maintain C form/Road Permit/Vat form etc. 

14. To maintain daily vouchers.
15. All general admin work. 


Academic Qualifications
BBA (Bachelor in Business Administration) from HNBG University, India
2012 (Specialization: Finance,).
Intermediate from ICSE Board 2009.
High School from ICSE Board 2007.
	IT SKILLS:
	

	Operating Systems
	: Windows 9x, Win XP, Vista.

	Office Tools
	: MS-Word, Excel, Power Point and etc.

	Others
	: Email, Internet.

	Industrial Package
	: ERP & Marg Software.

	Key skills and competency
	


Group activities like presentations, assignments and projects help me to work in a team, take new challenges and to improve my communication skills.
Management activities taught me time management, problem solving skills & to be flexible. I am self motivated team player who likes to deal with various job.


Personal Profile
Date of Birth
Gender
Marital Status
Date of Issue.
Hobbies
Interested Work Area


· 05.01.1992. 
· Male 
· Single 
· 02.06.2008
:  
· Travelling and Listening to Music. 
:  PPIC, Purchase, Logistics & Warehouse. 
Place: Dubai (UAE)
Visa:  Visit Visa (Currently available for interview)                             

