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Applying for post of Procurement Assisstant
D

riven, degree qualified Electronics and Communication Engineer, seeking to contribute and grow with a dynamic progressive and innovative organization with one year UAE Experience. Possesses outstanding technical skills, strong delivery experience, excellent documentation skills, and strong work ethic coupled with a ‘team-player’ mentality.  A trouble-shooter able to effectively and efficiently resolve issues, meet and achieve challenging goals and objectives.
Areas of Expertise

	· Technical skills

· Industry Research.
	· Team management

· Negotiation and persuasion skills


	· Knowledge Sharing

· Ms-Office suite




Highlights of Proffesional Experience
· Procurement Engineer at Targetlink Oil Field Equipments Trading, Abu Dhabi.

November2014 onwards
Responsibilities:

· Responsible for medium and large scale purchase decisions for Electrical, Mechanical & Instrumentation equipment in Oil & Gas Industry.
· Receiving Purchase Requisitions for Materials and to decide purchasing action based on the type of commodity, estimated value, and availability of supply after scrutinizing the authorization, material specification, inspection requirement and urgency / assigned priorities.
· Proposing and approving a list of qualified bidders and preparing enquiry packages incorporating all commercial, technical and inspection requirements.
· Following up with bidders to ensure timely submission of bids and to carrying out opening of bids after bid closing dates.
· Carrying out the commercial evaluation of all bids and conducting the technical analysis of all the received bids. 
· Preparing techno-commercial recommendations and submitting for review, approval and award after verifying budget availability.
· Preparing purchase orders/ Long Term Price Agreement, Annual Price Agreement, Blanket Purchase Orders and related amendments, as/when required and passing them to supervisor for further negotiation.
· Liaising with Logistics and Materials Operations to ensure timely delivery of materials.
· Maintaining and updating related purchasing documents files and records and to prepare status reports.
· Interfacing with suppliers and customers and developing business relations.
· Issuing delivery and pick notes, and other shipping documentation. 
· Monitoring the successful completion of the supply cycle until payment. 
· Dealing with international suppliers.
· Maintaining supplier base and developing vendor relations.
· Working with the business and negotiating contractual arrangements with suppliers to ensure that value for money and excellent service levels are maintained and optimized across all categories of expenditure.
· Undertaking initial review of the existing purchase ordering process and then implementing continuous improvements wherever necessary to ensure that cost are monitored, reviewed and controlled within budgetary constraints and in line with Company Finance Procedures.

Leading supplier negotiations, recommending supplier selection and implementing contracts designed to encourage continuous improvement.

 EMERGING TECHNOLOGIES,ABUDHABI

         ADMIN ASSISSTANT    (  january 2014- august 2014)
 With 8 months UAE experience as Admin Assisstant in EMERGINGTECHNOLOGIES, one of the biggest channel partner of ETISALAT.
· Preparing monthly receivable and payable statements
· Maintaining Petty cash imprest

· Day to day enteries purchase,sales and expenses

· Follow up for pending payments

· Maintaining day to day banking functions
· Handle TDS and service tax related matters
· Excellent acoount skills summed up with analytical skills
Personal Profile
· Date of Birth: 


03/10/1989, 

· Gender: 


Female

· Marital Status: 


Married
· Nationality: 


Indian

· Hobbies and interests: 
                 Sports, Music, Movies, Cooking     
· Languages Known:  

Fluent in English, Tamil and Malayalam                                                     
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