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PROFESSIONAL SYNOPSIS

Certified CPP
 Procurement Officer with total 7 years of working experience including 5 years in UAE with good knowledge of local & international vendors with Commercial background.

A results driven, hardworking and capable PROCUREMENT PROFESSIONAL with a track record of significantly reducing costs and also improving a company’s processes and corporate purchasing programs. Having a proven ability to ensure that a company enjoys a competitive edge when compared to their competitors by securing the best quality, price and terms from suppliers. 
Presently looking for a new and challenging position that can augment my professional knowledge and career.
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*Successfully Completed CERTIFIED PURCHASING PROFESSIONAL (CPP) affiliated from American Purchasing Society 
* Project Management Professional (PMP) 
*Enrolled in Diploma In Procurement and  Supply from CIPS- UK(Chartered Institute of Procurement & Supply)
PROFESSIONAL EXPERIENCE
UNION IRON & STEEL Co. LLC, Mussafah, Abu Dhabi
Technical Procurement and Admin Officer






 Nov 2014 – Oct 2016
· Negotiate with local and international vendors for improved pricing, delivery and after sales service

· Review and process AMCs
 for  Logistics, Quality Assurance, Electrical and Mechanical Maintenance departments
· Involved in writing up contracts with international vendors for acquisition of technical spare parts 
· Controlling the purchasing cost as per allocated budget for respective departments
· Review, evaluate and process bids and tenders
· Resolving disputes and claims with vendors and suppliers
· Ensures all purchase operations In accordance with QMS

· Review & process Purchase Requisitions 

· Solicit price quotations from suppliers and prepare Bid Tab/comparison sheets
· Supervising logistic service providers for timely delivery of purchased items & acquiring their services for duty exemption.
· Maintains records and follow up files related to purchases, shipments, and other related matters

· Follow-up on delivery schedules, payment delays, and invoice queries by reconciliation with PO & PR Register.
· Continuously monitoring, evaluating and improving supplier performance
· Coordinate with warehouse department for up-to-date stock status verification by conducting periodic meetings 
· Authorize payment for purchases by forwarding receiving/required documentations to Accounts department
· Maintain records of goods ordered and received through specialized software
LAHMEYER INTERNATIONAL GMBH (Consultants for GASCO, TRANSCO, ADDC and ADWEA), Abu Dhabi,  U.A.E.
Procurement officer cum Document controller 
 




 
2011 – 2014
· Negotiate with local vendors for improved pricing, delivery, service and after sales service and awarding purchase orders for hospitality services and other resources such as, plotter, laptops, desktops, fax machine, copier, stationery, signage boards, furniture, office vehicles etc for office use
· Follow up of AMCs for plotter, copier, fax machine, office vehicles etc.
· Shoot request for price quotations from suppliers and prepare Bid Evaluation 
· Process BOQs and variation orders  

· Maintain detailed project procurement records using Main Plate Document Control System Ver. 7.0
· Preparing of Provisional and Final Acceptance Certificates on behalf of TRANSCO, ADWEA, ADDC AND GASCO

· Ensure proper document classification, sorting, filing and proper archiving

· Verification of the invoices submitted by contractors against the scope of work and budget allocated for the job

· Responsible for the timely registration and dissemination of all documents to the concerned departments within the organization for notice and approval
· Assist document control department in preparing, archiving  and submitting  of project documents or drawings for detailed engineering or construction engineering projects using project applied techniques and system
RAZAQUE STEELS, Pakistan

Purchase assistant cum document controller






2008 - 2011   
· Update the procurement database for additions/deletions in supplier base
· Maintains records and follow up files of purchases, shipments, and related matters

· Worked with accounting personnel in resolving invoice discrepancies

· Maintain GRN
 files with DO
 and other supporting documents 
· Performing a variety of ad-hoc administrative duties as assigned pertinent to type of establishment
· Designing, drafting and importing content into general correspondence, memos, replies to Notice of intents etc
· Dealing with general correspondence, including incoming emails, calls, faxes, reports and mails as required
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EDUCATIONAL QUALIFICATIONS
Masters in Economics
(2011)








       
University of Karachi, Karachi, Pakistan.
Bachelor in Commerce (2008)











A Grade
Govt. College of Commerce and Economics, Karachi, Pakistan.
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COMPUTER SKILLS

· Microsoft Office Tools (Word, Excel, Access, PowerPoint, MS-project)
· ERP Modules, Main Plate System, SAP, ORACLE.
· Internet Browsing and Search engines
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KEY ACHIEVEMENTS

· Awarded Certificate of “BERLITZ English Language Course”
· Awarded Certificate of Ms Office from COBET (College Of Business and Emerging Technologies)

· Awarded Certificate upon successful completion of ARABIC COMMUNICATION SKILLS COURSE from Nadia Training Institute

· Received Letter of Appreciation from Lahmeyer International GmbH for being Employee of the year (Twice)
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� Certified Purchase Professional


� Annual Maintenance Contracts


� Quality Management System


� Goods Receipt Note


� Delivery Order





