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To join an organization as a Procurement professional to utilize my professional skills for the betterment of the organization and acquire new experience which will enhance my technical & professional skills
PROFESSIONAL SYNOPSIS
· Master of Business Administration (Supply Chain Management & Material Management) with experience of 9 years in Procurement & Sales Department.

· Exceptional knowledge of purchasing techniques and inventory control process.

· A keen performer with exposure in managing entire site & procurement operations by ensuring optimal utilisation of resources; distinction of accomplishing multi fold revenue increase. 

· Capable of identifying and developing key relation with clients for business excellence and accomplishment of targets.

· Keen interest in updating self with prevalent economic/financial trends in domestic/international markets. 

· Adaptable and a quick learner; possess skills to work under pressure.

· Excellent communication and interpersonal skills, and ability to motivate peers.
· Familiarity with ERP (ORACLE) system.
ORGANISATIONAL SCAN

 April 2010 to till today 
                KEMCO TRADING Company. Qatar




                        Procurement Officer
Key Roles
· Reviewed and approved purchase orders before ordering goods
· Processed purchasing requests and maintained purchasing logs.
· Contacted vendors to obtain price quotes and performed negotiations.
· Ensured that all purchase operations were performed in accordance with company policies and procedures.
· Followed-up on delivery schedules, payment delays and invoice queries.
· Managed delivery schedules and status of goods.
· Performed purchase operations within the assigned budget.
· Processes the necessary clearance documents.
· Closely liaising with the clearing agents.
· Carries out all necessary procurement activities.
  Dec. 2008 to April 2010
                 Khalid Electrical & Mechanical Est., Qatar                       Procurement Coordinator        
Key Roles
· Ensuring selection of right vendors for the requested materials by client.
· Obtaining Quotations from different sources and preparing comparative statements.
· Select the best offer available and obtain technical data sheets and catalogues for the said product
· Pass technical data sheets & catalogues to QA/QC Dept. for submission to consultant for approval.
· Follow up any clarifications with supplier / manufacturer as requested by Consultant.
· After approval of product by Consultant, negotiate final offer with supplier / manufacturer
· Based on final quantities provided by Quantity Survey Dept., place order with supplier / manufacturer and liaise with Finance Dept. for L/C or other method of payment
· Liaise with Planning Dept. for dates as to when the materials is required on site
· Liaise with supplier / manufacturer for shipping and delivery, and follow up until material is delivered to site on schedule.
· Preparation of inspection report based on the delivery note.
· Verification of supplier invoice
· Inventory control.
 June 2007 to Nov 2008
                Nagarjuna Ayurvedic Agency, Caicut - Kerala                             Sales Coordinator
· Managing all the sales related activity of the Company.
· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Responding to sales queries via phone, e-mail and in writing.

ACADEMIC CREDENTIALS

· MBA. (Supply Chain & Material Management) from IIBM  with 76% in 2014
· Graduation (Economics) from Calicut University, India with  56% in 2005
· Plus Two  from Board of Higher Secondary of Kerala with 61%  in 2002
· SSLC from the Board of Public Examination Kerala with 46% in 2000.
IT FORTE
Application package:
      Ms Office, Photoshop 9, Oracle (ERP)
Languages/ RDBMS:

C, C++, 
PERSONAL DOSSIER 
Strengths





Ability to develop strong productive relationship with clients

Capable of making important and strategic decisions.
Exceptional knowledge of purchasing techniques and inventory control process.
Ability to manage stress, hardworking nature, adaptable personality, self-motivated and result oriented.
Date of Birth:



 
30th May. 1985
Nationality      



Indian


Sex           




Male

Marital status



Single

