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Application for the post of Procurement / Purchasing Officer

Objective:

To seek a position commensurate with my skills and learning in an organization where I can utilize my enriched professional aspects of knowledge and skills for making a significant contribution to the success of an Organization.

Personal Details:
Age & Date of birth


: 42, 15/05/1973.

Nationality





: Indian.

Marital Status




: Married

Visa Staus





: Convertible Visit Visa valid upto 8-May-2016

Driving License



: Valid Indian & Saudi Driving License

Languages Known


: English, Hindi, Malayalam, Tamil, Kannada

Extra curricular activities
: Sports(Cricket, Football etc.)


Hobbies






: Gardening, Reading.

Academic Qualifications:
Master of Business  Administration
: 
From University of Madras, India






  







Specilization: Marketing.







  







Year 1993-1995.

Bachelor of Science 





: 
From Kerala University, India.

Specialization : Physics  
Year 1990-1993.

Computer Exposure

Operating Systems






:
Microsoft Windows

Software Known







:
MS-Word, MS-Excel,
MS-Powerpoint, LPRO software

Experience (19 Years including 12 Years in Saudi Arabia) 
1) Worked as Procurement Officer in Dywidag Saudi Arabia Co. Ltd (Member of STRABAG Group), Civil Construction Company, Jubail, Saudi Arabia from May 2005 to Sept 2015 for various projects as follows; 
	Year May 2005 to Sept 2015
	:
	Projects : 
1) Ma’adan Alcoa Automotive Sheet Facility Project; Ras Al Khair 

2) Ma’adan Cooling Tower Project, Ras Al Khair 

3) SATORP Coker Unit Project , Jubail 

4) Kayan Cooling Tower & Utilities Building Project, Jubail.

5) NCP Warehouse Project, Jubail Commercial Port.

6) Sharq Cooling Tower and Utilities Project, Jubail

7) Hadeed Rolling Project. Jubail.

8) Hadeed Direct Redcution Plant Project. 

9) Hadeed Color Coating Plant Project.

10) Unicoil Cooling Tower Project.

11) SAFCO Cooling Tower Project.
Duties & Responsibilities:
· Duties and responsibilities:
· Reporting to Procurement Manager

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

· Expedite activities or purchase items at various vendors to meet the project’s schedule.

· Track orders , receive goods, and place orders 

· Reporting to supervisors about the status of the orders.

· Responsible for managing the timely delivery of materials

· Contact suppliers to ensure on-time delivery.

· Communicate status of assigned tasks to buyers and management. 

· Communicates with vendors to improve initial delivery dates when necessary.

· Responsible for preparing purchase orders of fixed assets.

· Arranging temporary facilities for the project site.

· Attending meeting with client for informing the status of procurement.

· Responsible for the preparation and process purchase orders and sub-contract.

· Co-ordination with H.O. in Germany for expediting overseas procurement.


2) Working as Procurement Coordinator in Saudi Toyo Enginering Company in their JUEG2 Project, Jubail Saudi Arabia.

	Year 2004 October to May 2005


	:
	Saudi Toyo Engineering Company

JUEG2 Project, Jubail, Saudi Arabia

Position : Procurement Coordinator

· Reporting to Field Control Manager.

· Getting Quotation from the potential suppliers

· Evaluation and Tabulation.

· Coordination with Head Office in Japan for procurement.

· Placing the Purchase Order and follow up for timely delivery.

· Preparation of backcharges.

· Approval of payments.

· Preparation of presentation documents for top management qurterly review meeting of the project site work progress.


3) Worked as Technical Secretary & Procurement Coordinator in Saudi Enginering Company in their JUEG1 Project, Jubail Saudi Arabia.
	Year July 2003 to September 2004
	:
	Saudi Toyo Engineering Company

JUEG1 Project, Jubail, Saudi Arabia

Position : Technical Secretary

· Reporting to Field Manger & Project Manager.

· Preparation of schedule of work.

· Getting Quotation from the suppliers.

· Evaluation and tabulation.

· Approval of the quotation.

· Placing the order and follow up for timely delivery.

· Preparation of backcharges .

· Preparation of presenation documents for top management quarterly review meeting of the progress.


4) Worked as Assistant Administration Manager in Gokulam Private Banking Ltd,Bangalore, India.

	Year Jan 2001 to January 2003
	:
	Company : Gokulm Private Banking Ltd

Bangalore, India

Position : Assistant Administration Manager
· Reporting to the Branch Manager.

· General administration of office and field staff

· Handling customer support, orientation of policy to customers and business development.

· Assesment of third parties credibility prior to approve loan.

· Follow up dues from creditors.

· Reconcillation of bank accounts between main office and branch.


5) Worked as Sales Officer in Cinzac (Solution Partner of Satyam Infoway),Cochin, India.

	Year 2000 to 2001
	:
	Company : Cinzac. Com (Solution partner of Satyam Infoway) Cochin, India

Position : Sales Officer

· Reporting to chief executive.

· Selling of websites to industrial customers.

· Procuring orders and despatches on time.

· Accomplishing sales target.

· Preparation of sales report.

· Report changes of market trend and nature of competition. 


6) Worked as Coordinator in Chimique Industries Limited, Bangalore India.

	Year Aug 1997 to July 2000


	:
	Company : Chimique Industries Limited (Leading thread manufacturer in India), Bangalore, India

Position : Coordinator

· Reporting to Managing Director.

· Coodinate production division and supply division.

· Co-ordinate with Production Manager  for the material requirements, verification & assure timely delivery as required.
· Placing enquiry to suppliers upon factory request.
· Evaluation and processing purchase orders.

· Procurment of raw materials, follow up of orders.

· Co-ordinating with Sales Manager for forecast.

· Follow up of late payments from customers.


7) Worked as Sales Officer in M.V.J Foods (I) Private Ltd., Cochin, India.

	Year May 1996to June 1997
	:
	Company : M.V.J. Foods (I) Pvt. Ltd, Cochin, India

Position : Sales Officer
· Reporting to Marketing Manager.

· Leading the sales team.

· Forecasting of sales target.

· Coordination with production dept, follow up of delivery and collection of payment.

· Checking of sales invoices.

· Conducting sales meeting.
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