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career objective                       
To strive for the best and work relentlessly for the benefit of a professionally managed Organization where my knowledge and potential will be fully utilized and enhanced. To work as a key player of a creative and innovative team in a challenging environment.
professional summary                        
A result oriented professional with 11 years experience in Dubai as Purchase Officer in developing and maintaining innovative and resourceful purchase management. Track record of delivering superior results by implementing strategic procurement, sourcing, cost reduction, supplier negotiation and relationship management programs that optimize the value from the supply chain. 
job responsibilities                     
· Preparing enquiries, comparison statement and price negotiation with supplier for getting well quality material.
· Follow up with supplier quotation.

· Selection of appropriate supplier and negotiating with supplier and strong knowledge in new supplier searching and create adequate source & supplier identification.
· Preparing Local Purchase Order and Sub Contract Orders, handling client’s requirements.
· Co-ordination with site for material management.

· Maintain complete updated purchasing records/data and pricing in the system, purchase and issue order in accordance to specification.

· Preparing reports and summarizes data including all purchase, execution.
· Monitoring of all regular purchasing duties, verifying with delivery notes and invoice, price finalization.
· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.
career skills                 
· Familiarized with business process management software like ERP and Oracle.

· Setting up the weekly, monthly, quarterly procurement plan.

· Negotiation with suppliers on price.

· Planning and budgeting of purchase functions, involving cost estimation, contract negotiations.

· Classification of vendors on the basis of criteria like cost, quality, timely delivery etc.
· Experienced in Ensuring timely supply of Materials to the worksite
employer details                        
· Presently working in M/s Al Shafar General Contracting LLC, Dubai, UAE as Purchase Officer from October 2006 to till date.
· Worked with M/s. Hi- Tech Steel Industries LLC, Dubai, UAE as Purchase / Store Officer from March 2004- September 2006.
· Worked as Computer Hardware & Networking Technician 

Informatics Computers, Bangalore, India (Dec 2002 – Nov 2003)
academic qualification                         
Bachelor Degree in Commerce from Kerala University, India during the period 1998 – 2001)
additional qualifications                        
· MCSE (Microsoft Certified System Engineer 2003)

· MCSA (Microsoft Certified System Administrator 2003)

· MCP (Microsoft Certified Profession 2003)

· CCNA (Cisco Certified Network Associate)



SOFTWARE SKILLS        
Operating Systems

: 
Microsoft Windows
Office Packages


:
MS Word, MS Excel & MS PowerPoint 
Accounting Packages

: 
Tally 
Software Packages

:
E.R.P & Oracle 
personnel Attributes                          
· Comprehensive problem solving capability

· Innovative Team player

· Quick Learner

· Willingness to learn and work

· Sincere and Motivated

Personnel details                         
Date of birth


: 
22-03-1981

Gender



:
Male 

Marital Status


: 
Married 
Nationality



:
Indian

Languages Known

:
English, Hindi & Malayalam 


Visa Status



:
Transferable 

Driving License 


:
Valid U.A.E Driving License 
References will be produced upon request.
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