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Objective

	To endow my experience and proven accomplishments to an organization to keep pace with latest trends and work dynamically towards success
Profile
Skilled Purchasing professional with 3+ years of experience of Purchase and Sales field in UAE with ability to work on own initiative, as part of a team and motivating team to achieve the objectives of the company
Experience

	
	Procurement Executive 

Apple Trading  Abu Dhabi, UAE  (May 2014  till date)
        Apple Hardware is a trading Company Which Supply machines,Machine Parts, MEP and Safety items , Pipe and Fittings, lifting items and Chemical to industries and Oil & Gas Projects in Abudhabi

Duties & Responsibilities

· Purchase :- Understanding purchase requisitions, identifying potential suppliers, sourcing supplier quotations (local market), negotiating with suppliers for getting best value, delivery terms and credit facilities, preparing purchase orders, coordinating and ensuring the delivery of the products on time.

Items Handled-MEP and other Construction items, Safety items, Lifting Items, Welding Items, Chemicals, Pipes and fittings

· Sales/Office Coordination & Stock Handling  :- Making accurate,  rapid cost calculations and providing customers with quotations, assisting sales promoters, handling of sales documentation (Invoices / DO’s) and coordinating delivery of the goods to customer site. Store and release supplies of  materials,  record the number and the kinds of supplies and checking possible damages or scratches,
· Accounts & Administration :- Preparing vouchers for payables of clients, invoices, delivery orders, quotations, LPO, orders processing, new contracts and inventory of office supplies, monitoring the debtor’s ageing and ensuring the right time and depositing the same in bank, arranging and processing the payment to supplier at right time after obtaining all approval, monitoring and updating records of outstanding accounts payables and receivables, Taking customer enquiries and handling incoming calls, providing them the correct information, data entry, maintaining of document filing system. Purchasing of office supplies & sundry items.
Procurement Officer
High Grade Equipment L.L.C Abu Dhabi, UAE  (2.5 years Eperience)

High Grade Equipment is a LLC Trading Compay Which Supply mainly Machine Bearings,Belts Oil Seal Roller Chains and Hydrolic Seals

 Classification: 
· Bearings & Seals  Bearings – All types of Ball and Roller bearings of leading       manufacturerslikeN SK,  NTN, Koyo, Nachi, SKF, Timken and FAG.

· Belts – Both Automotive and Industrial V-Belts and Timing belts,

· Oil Seals – Single and Double lipped oil seals, 

· Roller Chains – Single, Duplex, Triplex Chains and Chain locks, 

· Hydraulic & Mechanical Seals.
Duties & Responsibilities

· Managing and coordinating the Supply materials equipments and Services.
· Online inquiry of local and international market of required product.
· Reviewing and approving materials request, price comparison and purchase orders for accuracy and compliance with the site purchasing requirments.
· Negotiation and fixing best price through meeting with suppliers. 

· Making agreement for regular requirements. 

· Organize and maintain the computerized Purchase Order system

· LPO placement. 

· Handling of sales documentation (Invoices / DO’s) and coordinating delivery of the goods to customer site.
· Follow up to ensure for correct delivery on time.
JUNIOR ACCOUNTANT
KAP (INDIA) PROJECT & CONSTRUCTION Pvt LTD Bangalore, India (May 2008 till March 2011)

PROJECTS HANDLED

Duties & Responsibilities

The duties assigned to me that are being executed at present in the employeer company are as follows

· Data entries under Tally accounting system.

	
	· Monitoring of workers payments by cash and cheques,

· Ledger maintenance in computer programming.

· Drafting letters to suppliers, subcontracts and clients as per requirement.

· Petty Cash control.
· Handling Client, suppliers and subcontractors queries.
· General supervision of office staffs.


	Educational Qualification


	
	Bachelor of Commerce                 : Passed in May 2011,Periyar University 
Higher secondary examination      :Passed in March 2005, Govt Higher secondary school , Panangad

Secondary school leaving certificate(SSLC)  : Passed in March 2003, Govt High school , Chavakkad

	ADDITIONAL QUALIFICCATION

   NEBOSH International General Certificate (Course Completetion Certificate) 2012
    AUTOCAD (Foundation in Civil) 2009

Computer knowledge

	OS                        : Windows 7, Windows Vista          

Applications           :Ms office (Excel, Word, Power point), Autocad (foundation in civil) Tally ERP Version
                                Focus,Photoshop
HOBBIES

	 Travelling,Playing Ckicket and Surfing internet
PERSONAL EXPERTISE

	     Strong Basic,Ability to work individually and in groips,confidence,positive approach,Ability to absorb technology faster,stong determination ,internal learning and team skills
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