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OBJECTIVE
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Seeking assignments in Purchase, Logistics, store and Office Administration with an organisation of high reputed, preferably in Oil & Gas/ Industrial sector in UAE.
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PROFILE SUMMARY
MBA (Marketing & Finance) with 5.2 years of experience in:
Purchase & Logistics
Office Administration
Export-Import Operations
Team Management
Client Relationship Management
Stores & Warehouse Operations

SOFT SKILLS
· Good at conceptualizing & executing Logistics operations (Export & Import). 
· Secure outstanding profitability result through solid negotiable talent, deep and rich understanding of purchasing strategies, and tactically approach to driving business relationship 
· Negotiated contract and manage relationship with key vendor valued at over $25M annually, resolved discrepancies, reviews credit hold, and contributed to maintaining critical flow of goods & services. 
· Actively involved in coordinating activities pertaining to purchase of equipment, machines & supplies 
· Proficient at maintaining cordial relationship with supplier and ensuring quality & service norms to achieve company satisfaction. 
· Skilled in handling workforce and maintaining peaceful & amicable work environment in the organisation 
· Possess excellent communication and people management skills. 

CORE COMPETENCIES
· Account management/Client Relations. 
· Drive strict cost containment strategies & deliver significant saving results. 
· Preparing / implementing annual marketing plans and marketing & campaign budgets 
· Vendor relation and contract negotiation. 
· Developing key procurement strategies / purchase schedules and ensuring alignment with the organisational objectives 
· Ensuring smooth office operations and maintaining proper decorum / discipline by implementing & modifying policies 
· Motivating team to deliver highest service standards while attending to clients’ needs 

ORGANISATIONAL EXPERIENCE
Since Oct ’14 to till date Vandana Gulf Lime LLC, Abu Dhabi, UAE as a purchase, Logistics, Stores & Warehouse Manager

VANDANA GULF LIME LLC IS THE PART OF VANDANA GLOBAL LIMITED (MANUFACTURER OF QUICKLIME (CAO) & HYDRATED LIME (CAOH2).
Purchase role
Applied dynamic project management, communication negotiation skills to manage annual purchasing budget.
· collaborating with key internal business partner to develop tactical purchasing strategies to meet organization needs 
· Receiving purchase indent from different depts., floating the enquires to supplier/vendors, receiving Quotation and reviewing as per required products, Making comparative statements and finalising and issue the PO to appropriate vendor. 
· Purchase of store & spares, consumables, fixed assets, raw material as per company SOP. 
· Maintaining comprehensive database of vendor and enhancing interfacing communication between internal business units to optimize procurement results. 
· Actively managing the contractor to ensure that they perform in line with their contractual agreement. 

Logistics role
· Coordinating and communication with local transportation for timely import & export operations 
· Monitoring and tracking the flow of goods into the warehouse 
· Handling all incoming and outgoing correspondence with clients and suppliers. 
· Supervising the completion off all documentation require by law. 
· Responding to all customer complaints and queries in efficient manner 
· Handling export & import activities either sea or air or land. 
· Controlling transportation & Distribution cost 
· Communicating with shipping & handling agents locally or internationally on regular basis. 

Store & warehouse role
· Supervision of incoming & outgoing products. 
· Complete supervision of store documentation activity i.e.GRN, MIR etc., 
· Supervision and signing of GRN with supportive documents for PR. 
· Bookkeeping and documentation of the all inward and outward of the material. 
· Preparation of required materials as per production plan/stock status purchase process for quicklime plant and procurement of spares and consumables. 
· Follow up for order placed materials for timely supply 
· Development of sub-ordinates to take routine decisions independently where ever required through involvement or/and instructions as required. 
· Order level, order qty identification for smooth operations 
· Day to day discussions with planning/production for required materials to 
· Preparing and supervision of the PR documentation with all supportive. 
Since Jan’11
Muraibit Trading, UAE as Sales Executive

AL MINAR ENGINEERING (SISTER CONCERN COMPANY OF MURIABIT SHIP SPARE PARTS TRADING LLC)
Role:Buy the Goods (Raw Material, Spare Parts, Consumables, office supplies etc) 
· Arrange the logistic for all import and export shipments as per terms and condition of the sale and purchase orders 
· Supervising submission of received quotation and import & export functions 
· Spearheading issue pertaining to LPOs 
· Supervision of the clearing of the import and export shipments from Sea port, Airport, Borders 
· Communicate with Transport companies, shipping companies, Courier companies, Hotels, Travel agents for the best rates 
· negotiating and agreeing contracts and monitoring their progress, checking the quality of service provided 
· identifying potential suppliers, visiting existing suppliers, and building and maintaining good relationships with them 
· Guiding Sales Team & Workforce of 25 people and reporting their status to the management 
· Resolving Supplier questions related to product’s , availability, uses & credit terms 
· processing payments and invoices 
· Supervise the work of logistics specialists, planners, or schedulers 
· Plan or implement improvements to internal or external logistics systems or processes. 
· Preparing & executing: 
O Plans for managing new Purchase & services to increase smoothly operations. O Annual Budgeting 
· Ensuring preparation & submission of management information reports entailing utilization of marketing budgets, 
progress against marketing calendar, etc.
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Role:
· Spearheaded online marketing & bidding activities for IT projects 
· Generated business by making outbound & receiving inbound calls 

EDUCATION
· MBA (Marketing & Finance) from Punjab Technical University, Punjab in 2010 
· BA (Economics) from HP University, Shimla in 2008 
· XII from Dharamshala, HP Board in 2005 
· X from Dharamshala, HPSE Board in 2003 

IT Skills:

· Well versed with MS Office (Outlook, PowerPoint, Word & Excel, Tally) and Operating Systems 

ACADEMIC PROJECT / THESIS
· Survey Regarding Customer Satisfaction of Customers of Share Market in Chandigarh 

SUMMER TRAINING
Company:
Indian Infoline, Chandigarh
Duration:
2 months

EXTRAMURAL ENGAGEMENT
· Actively participated in debates in college. 
	PERSONAL DETAILS
	

	Date of Birth:
	30th Sep’1987

	Languages Known:
	English, Hindi & Punjabi

	
	

	
	

	Nationality:
	Indian

	Marital Status:
	Single

	Driving License Details:
	Valid UAE Driving License

	No. of Dependants:
	3

	Visa Details:
	Employment visa


