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Job objective
Seeking a position to utilize my skills and abilities in the industry that offers professional exposure while being resourceful, innovative and flexible. To work in an organization which 
Offers career growth and professional development opportunities. Strongly believe that hard work, passion creativity and the will to learn are the keys to success. With many years of relevant experience, there is no question whether I will be efficient on the job. I can bring the best practices to the company and I am someone who works enthusiastically. 
Key Skills

· Excellent written and verbal communication skills, with an eye for detail.
· Willingness to learn and explore new things.
· Good customer service skills.
· Fast Learner, Patient and Always Punctual
· Good at Planning and Organizing.
· Able to meet Set Deadlines with positive attitude to accept challenges and changes.
· Proficient in M.S. Word, Excel, Access, Power point and Office communicator.
· Photography skills with good knowledge of Adobe Photoshop.
· Leadership and influencing skills.
· Ability to work in a team and motivate a team to excellence. 
· Ability to work under pressure.

                                                     Personal
I am someone who can adapt to any situation. I thrive in a fluctuating environment and I transform unexpected obstacles into stepping-stones for achievements. I find opportunities where other people see none. I have a very creative mind. I always have a unique perspective when approaching an issue due to my broad range of interests and hobbies. Creativity is the source of differentiation and therefore, at the root of competitive advantage. 
                                                     Professional Experience

RETAIL SALES ASSOCIATE – July 2010  -  March 2011

Employers name – Big Bazar  India
Responsible for creating a sales environment that enhances the buying experience. Proactive team-player with ability to manage high volume work in a sales oriented environment. Well organized with a great penchant for meeting sales goals and proven ability to think out of the box.
Ensuring that all customers receive excellent service through direct salesmanship, and prompt and courteous service. 

Cultivating successful relationships with retail customers. 

Leading all social media sales initiatives.

Cleaning shelves, counters, and tables.

Greeting each customer that comes into the store in a warm manner. 

Preparing merchandise for display.

Procurement Assistant – May 2011 -  September 2015

Employers name – Accenture  New Delhi 
4.5 years of experience as a Procurement Assistant . Understanding purchasing strategies. Resourceful and well organized. Extensive knowledge of purchase order systems and related software. Deep understanding of the principles of vendor management. Excellent analytical, critical thinking, and strategic skills. 
Transaction Processing
· Raising PR’s, creating PO’s and sending it to the vendor  
· Deal with supplier on daily basis and also for expediting the delivery.

· Work with accounts payable team to resolve the payment issue with vendors.

· Reconciling Invoices for payment purposes.

· Data entry for all virtual and offices ship to location and employee records.

· Interaction with the requestor or clients for their support and better understanding of the process over the call or via email.
Vendor Creation
· Sourcing the appropriate vendor for particular commodities as per geographical location, negotiating the price and request for quotes or proposal.

· Check supplier history or background by performing supplier risk performance management.

· Creating SOW and sending it to contract level management  (CLM) team to get the contract published.

· Work with contract support center (CSC) team for any disputes in the contracts.

· Onboarding the vendor on the system as per market. Ariba buyer for EMEA and West, Oracle for JAPA region and Milleniium dos based for LAC region.
· Maintenance of vendor address, site updation, bank details and many others on the basis of W9 form or email received.

· Extracting daily volume from system for BOD and EOD report.
Profile summary

Good knowledge of India Procurement field. Expertise in Oracle P2P, Vendor creation PO creation, Accounts payable, Responsible for order placement, timing, supply and supplier performance. Sourcing the most affordable materials. Monitoring delivery times to ensure they are on time. Ensuring the adequate supply of all required materials, components and equipment. Helping to source alternative items for buyers and customers. Managing commodity. Regularly contacting suppliers to renegotiate prices. Promoting best practice across the company.  
Application and tools
Ariba Buyer, Oracle, Microsoft Outlook, HUB (dot net), Millennium, Lotus Notes Database, Microsoft Office, Document Express, Lexis Nexis
Academic Credentials
Completed basic foundation level in procurement
(APCP) Accenture procurement certified program
Instituto de Hauz Khas
Completed Basic and Intermediate level in Spanish
Diploma in Multimedia (2010)

Arena animation Darjeeling
Graduation (NBU 2006-2009)
 B.A. From St. Joseph’s college Darjeeling 
H.S. Board (class XII - 2006)
School:  Scottish Universities Mission Institution
W.B.S.E board (class X - 2004)
School:  Scottish Universities Mission Institution
Personal details
Nationality

:
Indian

Religion

:
Hindu
Date of birth

:          13-01-1988
Age


:          27
Height                         :          5.7
Sex


:          male
Marital status            :          single
Languages known
:          English, Hindi, Nepali, Spanish
