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SANTHOSH

SANTHOSH.255252@2freemail.com  

Objective:

Seeking for a responsible career in Purchasing , Material Management and logistics field, where in I can utilize my enriched professional aspects of knowledge and skills for making a significant contribution to the success of an Organization


Employer:

· Presently working West Coast Co.LLC as Purchasing Assistant from 2010 Till Date
· Worked with West Coast Co.LLC as Project Admin coordinator from 2004 to 2010.

Work Experience:

Purchasing Assistant

Roles and Responsibilities:

Ensure competent quality execution of all regular purchasing duties and administrative works.

Ensure about the cost, quality and availability of product before purchasing.

Maintain complete updated purchasing records/data and pricing in the system.

Verifies purchase requisitions by comparing items requested to master list, clarifying unclear items, recommending alternatives.

Coordinate with quality dept for selecting the safety related items, P.P.E etc.

Update concerned department about procurement of materials and its status.

Receiving requisitions from concerned Dept, pricing and submitting to purchase manager after forwarding to cost controller final approval.

Prepares purchase orders by verifying specifications and price; obtaining recommendations from suppliers for substitute items; obtaining approval from requisitioning department.

Obtains purchased items by forwarding orders to suppliers, monitoring and expediting orders.

Analyzed vendor invoices and cross-checked it with the quantity received according to the issued purchase order.

Execution and monitoring of all regular purchasing duties.

Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.

Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

Coordinated with suppliers and manufacturers and ensured items do not run out of stock.

Review and verify past due PO reports and contact suppliers to address overdue POs.

Resolving disputes and claims with vendors and suppliers.

Keeping all supplier information current and accurate .

Continuously monitoring, evaluating and improving supplier performance as per QHSE procedure and compliance.

Plans and manage inventory levels of materials or products..

Checking invoices according to the purchase orders receiving by store and forwarding to finance dept with supporting documents and ensure the purchase order closing status.

Reconciling statement of account from suppliers and forwarding to Finance Dept.

Keeps information accessible by sorting and filing documents .



Project Admin Coordinator

Roles and Responsibilities:

Assist the Facilities Manager in all aspects of project implementation as needed.

Support the Facilities Manager with external contacts as needed.

Represent the Facilities Department in inter-departmental meetings to support and facilitate communication and action between departments. .

Coordinate all Facilities activities, work direction, and support systems.

Independently maintain and update administrative policies and processes.

Set up, maintain, and organize department's central files, contract file, internal and external documents filing and managing emails.

Assist facilities staff in locating projects, supplies, and materials.

Prepare the required security /access pass for employee engaging in the sites. Prepare the project/contract list with full details of manpower details and tracking the project file in system.

Prepare employee action form as per assigned project site and forwarding to payroll dept.

Collecting and forwarding monthly time sheets and supplies request from the site after the concerned project in charge and operation manger signature.

Prepare and forwarding employee leave, resignation & transfer etc action form to concerned dept and maintaining the files in both system and hardcopies.

Prepare Project Action form with details of manpower and contract value and forwarding to the finance and other concerned depts.

Prepare and maintain RFP’s, bid information, quotations and other contract documents.

Prepare internal memos to finance dept for invoicing to the related project/contract as per supporting documents.

Provide administrative support to the Facilities team.

Manage the receiving services request, assigning work orders, entering system data, and providing the overall system administration.

Coordinate and necessary follow up with QHSE Department for project requirements and concerns.

PROFESSIONAL EXPERIENCE

Personal Competencies:

· Establishing effective operating policies, lean initiatives and processes.
· Comprehensive understanding & experience of purchasing strategies.
· Leadership and influencing skills.
· Regularly achieving cost saving targets.
· Resourceful and well organized.
· Extensive knowledge of purchase order systems and related software.
· Handling critical issues.
· Excellent analytical, critical thinking, and strategic skills.
· Capable of making important and strategic decisions.
· Communication and interpersonal relations.
· Knowledge of Software Application , Databases  & Accounting Packages.

ACADEMIC QUALIFICATIONS

· Bachelor’s Degree in Mathematics.
· Currently pursuing for Certified Management Accounting(CMA).
TECHNICAL QUALIFICATIONS & SKILL

· Post Graduate Diploma in Computer Science.
· Diploma in E-Commerce,
· Software Applications,ERP ,Data Base (ORACLE & SQL SERVER)
· Micro Soft MS-Office,Power Point,Excel, Advanced Excel VBA.
Personal Information:

	
	
	

	Date of Birth
	:
	30-05-1977

	Nationality
	:
	INDIAN

	Marital Status
	:
	Married

	Languages
	:
	English, Hindi & Malayalam.

	
	
	

	
	
	

	
	
	

	
	
	


I hereby declare that all the details furnished above are true to the best of my knowledge and belief.



