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                                   GEORGES                                                                            
PERSONAL OBJECTIVE

My primary objective as a Purchase Officer is to ascertain that all purchase requests are promptly managed so as not to halt the company’s daily operations. I will make sure that suppliers and bidders go through the bidding procedures before the procurement process. As a Purchase Officer, I have to abide with all the governing laws and regulations related to purchasing. I am very familiar with all the policies and procedures involved in the requisition, procurement, quotation requests, invoicing and delivery of the products. I have a wide knowledge in inventory control, good understanding of financial and accounting principles. With this said, I am confident that I will achieve my objective and that of the organization.
PROFESSIONAL SKILLS

· Highly experienced in managing purchase orders

· Good knowledge of inventory control process

· Exceptional knowledge of purchasing techniques and tools

· Familiarity with SAP and ERP systems

· Ability to manage and maintain good relationships with vendors

· Ability to determine type and quantity of merchandise needed

· Personal Judgment and Decision Making skills.

· Initiative  eager to take on responsibilities and challenges

· Ability to lead  to lead, take charge, and offer opinions and direction

·  Establish and maintain personally challenging goals and master a variety of tasks

·  Reliable, responsible, dependable, and fulfill obligations

· Excellent numerical and analytical skills

CAREER HISTORY

PURCHASE OFFICER,                                                                                                                                Flowers - January 2015 – Till Date.
Responsibilities include;

· Review and approved purchase orders before ordering flowers.

· Process purchasing requests and maintained purchasing logs.

· Contact vendors to obtain price quotes and performed negotiations for best prices of flowers.
· Ensure that all purchase operations are performing in accordance with company policies and procedures.

· Follow-up on delivery schedules, payment delays, and invoice queries.
· Manage delivery schedules and status of flowers since they are highly perishable.
· Work closely with the Logistics department ensuring that stock is delivered on time, in full and to the correct location and that warehouse stock is managed effectively.
· Identify obsolete/slow moving stock and submit findings to Senior Planner.

· Ensure that timely, accurate and robust information is delivered to the Senior Planner.
· Prepare reports by collecting, analyzing, and summarizing information.

· Maintains quality service by establishing and enforcing organization standards.

· Contribute to team effort by accomplishing related results as needed.                                                                                                                

 PURCHASE ASSISTANT,                                                                                                                          Global Wood Platform- June 2012 – December 2014
· Maintained records of purchases and sales of Sawn Timber, logs, hardwood decking,  Parquet flooring 
· Coordinated with suppliers to ensure that goods are delivered on-time.

· Negotiated price and terms with suppliers.

· Inspected goods for any defects and missing parts.

· Recommended improvements to purchasing procedures for operational efficiency.

· Performed purchase operations within the assigned budget.
Educational summary and Certifications

· Post Graduate Diploma in supply chain and logistics management,                           Westford School of management UAE, 2016.

· Bachelor’s degree in Business Administration.                                                                  National Polytechnic Bamenda (Cameroon), 2015.

· Higher National Diploma in Business Administration (Insurance Studies).               National Polytechnic Bamenda (Cameroon), 2012-2014. 

PERSONAL TRAIT                                                                                                                                          
· Excellent in English and French languages

· Extremely hard working and self motivating.

· Enthusiastic and innovative.

· Excellence in Presentation, negotiation and communication Skills.

· Result Driven and goal-oriented personnel.

· Well verse with business mathematics
· Knowledge of import/ export procedures.

· Knowledge of import/ export documentations.

· Knowledge of shipping incoterms.                                                                                       

· Able to efficiently work on computer – Excellent Excel, Word, PPT skills, and internet

  PERSONAL INFORMATION
DATE OF BIRTH: 23/09/1992
NATIONALITY: Cameroon                                       

MARITAL STAUS: single 

VISA:  Employment Transferable visa

HOBBIES:

· Read News papers and Listen to news.

· Play football and watch documentaries.
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Love Travelling.
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