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Resume
Mrs.  Vidya  
UAE

_____________________________________________________________________________
OBJECTIVE

To work with a professionally managed organization, with career development opportunity where I can deliver the best of my abilities to uplift the organization.

PROFILE IN BRIEF

· Having 7 years experience in Oilfield Equipment related industry in Middle East

· Having thorough product & sourcing knowledge in Oilfield & instrumentation Equipment’s like Carbon Steel / Stainless Steel Valves, Pipes, fittings, flanges Tube Tools, Bolting Tools & Hydraulic Equipment 
· Good Communication skill / Business Correspondence.

· Coordinate all activities related to Procurement, Logistic, Sales & Business development , including technical documents, drawings, and commercial correspondence 
· Excellent administrative skills / effective organizing & Effective Telephone Etiquette & Pro-active approach to the work / business requirements. 

· Presentation Skills, Client Relationships, Energy Level, Negotiation, Prospecting Skills, Meeting Sales Goals, Creativity, Sales Planning, Independence, Motivation for Sales

Work Experience:

1) Company                 :   
    
Duration
          :    Jan 2015 till the date
    
Department
          :    Supply Chain Management
· Attend Purchase request (PR) received by end user
· Generate & float enq. to supplier as per requirement 
· Negotiation & communicate between end user & supplier
· Place PO’s & follow up for O.A. & deliveries
· Follow up with supplier, Bank for shipping doc. as per term of delivery & payment

· Keep update in SAP as per ESI system
· Coordinating with Logistic Dept. for release of materials by providing docs on time & avoiding demurrage & storage charges. 

· Attend emergency request for material from Warehouse, end user & HOD 

· Get material as per Shut down schedule, plant requirement & coordinate with supplier & end user.
· Track Purchasing activity and measurements.
· Follow up with local supplier for on time delivery
· Follow up with international Supplier to get material on time as per the Incoterm e.g. EX Works, FOB, CIF, CPT, DDU etc.. terms
· Follow up with supplier, Finance Dept. & freight forwarder for shipping doc as per term of payment e.g. CAD or Advance payment etc.
· Coordinating with Logistic Dept. to clear the materials by providing docs on time to avoiding demurrage & storage charges. 

· Coordinate with Logistic team & DHL Team for ongoing & future shipment.
· Track the courier , Air & Sea etc. shipment & update to End user , HOD & team also in SAP
· Coordinate with warehouse, End user & supplier for rejected material & instruct for replacement 
· Update Expedite Report to team & management
· Coordinate for Rejected or unacceptable new goods or services with end users, vendors and others to determine cause of problem and take corrective and preventative action

· Responsible for planning, developing and buying materials, parts, supplies and equipments in a timely and cost effective way; timely manner while maintaining appropriate stock

· Communicate with Accounts Payable Department to ensure accurate and timely payment of invoices, as necessary for the business with the supplier.

2) Company                 :    Snow/ Semcotech Ind. equipment LLC
(Exclusive Distributor of Berthold Germany, Instrumentation Equipment)
    
Duration
          :    June 2014 to Dec, 2014
    
Department
          :    Sales & Purchase Dept.

Designation
          :    Assistant Manager  

· Present and sell company products & services in Abu Dhabi, UAE
· Vendor registration with ADNOC Group of Co. 

(ADMA, Takreer, ADGAS, ADNOC distribution, GASCO, Borouge, Fertil etc.)
· Preparation for docs & attend customer meet for vendor registration 

· Follow up & Prepare a variety of status reports
· Make sound and timely decisions to drive short-term and long-term performance

· Selling resources with the greatest opportunities in the most cost effective ways

· Participate & preparation for Trade shows eg. ADIPAC, Valveworld etc.
3) Company                 :    Subzero Pvt. Ltd. Mumbai

(Manufacturer and Exporter of Tube or Stub Pulling Systems, Bolting Tools, Tube Expansion Systems & Oilfield equipment)

    
Duration
          :    Nov, 2012 to Dec, 2013
    
Department
          :    Sales & Purchase Dept.

Designation
          :    Sales & Purchase Executive  
· Present and sell company products & services – Tube tools, Bolting Tools, Hydraulic Equipment's etc.. 

· Establish and maintain sales material and current product knowledge 

· Follow up & Prepare a variety of status reports, including activity, closings, follow up and adherence to goals

· Make sound and timely decisions to drive short-term and long-term performance

· Selling resources with the greatest opportunities in the most cost effective ways

4) Company                 :    Valve Tech LLC, Dubai

(Exclusive Distributor of Walworth Valves Mexico/USA & 
VIMEC, Italy in the Middle East / CIS / North Africa)

    
Duration
          :    July, 2010 to Aug, 2012
    
Department
          :    Sales & Purchase Dept.

Designation
          :   Sales & Purchase Executive 

· Vendor Registration process in Gulf & CIS countries

With End Users: e.g. EXTERRAN, QAFCO, KOC, KNPC , Takreer etc.

With EPC Co.: e.g. PETROFAC, Samsung Engg, Technip etc. 

· Present and sell company product – Valves, Pipes & Fittings and services to current and potential clients, preparing quotations, tender documentations, bids for Oil and Gas, Process and Chemical Industries & Projects.

· Purchase materials from principle co. as well as in local market as per requirement of project

· Prepare action plans and schedules to identify specific targets and to project the number of contacts to be made

· Updates MIS & Document Management System :-

 



Booking orders executed, making entry in software
Updating & Making entry of Purchase Order, Sales Order &   Payment details, Pending Orders for stock & delivery details

· Represent companies in negotiating contracts and formulating policies with Supplier & freight forwarders.

· Develop and implement contract management instructions, policies, and procedures 

· Identify and resolve client concerns

· Prepare a variety of status reports, including activity, closings, follow up and adherence to goals

· Develop and implement sales activities to reduce stock

· Preparation for before & after exhibitions (brochure, pamphlet, Stall booking, arrangement for Ticket, Visa, Hotel booking etc.)
· Make sound and timely decisions to drive short-term and long-term performance

· Selling resources with the greatest opportunities in the most cost effective  ways

· Follow up with customer for enquires, Orders, with supplier for quotation 
· Prepare & maintain ISO documents & correspondence (electronic and hard copy). Control of important documents / records / reports. 
· Payment follow up : with accounts for the payment release of the supplier as agreed payment terms & also with customers for pending payment.

· Logistic:

· Appoint & nominate freight forwarders for import & export shipments. Updates of Pre shipment & post shipment documentation

· Coordinating with customs clearance staff for release of materials by providing docs on time & avoiding demurrage & storage charges. 

· Coordinate daily activity to track location and movement of inventory finished goods and raw materials. Provide reports to internal and external customers as required.

5) Company                   :    Dembla Valve Ltd., Mumbai




 (Manufacturer & Exporters of Industrial Valves)

    
Duration
          :    2.5 years (from Jan, 08 to June, 10)
    
Department
          :    Export Dept.

Designation
          :    Business Development Executive

· Vendor Registration, Agency Agreements Process of Company for respective product in End Users & EPC Companies 

· Registration & updates of Exhibitions for product & Company.  Preparation before & after exhibitions (brochure, pamphlet, Stall booking, arrangement for Ticket, Visa, Hotel booking etc.)

· Developing new customers, Distributors, Agent especially in Middle East region

· Creating a project management calendar. 

· Customer satisfaction & Perception survey according to ISO 

· Updates MIS & Document Management System :- 

 



Booking orders executed, making entry in ERP
Updating & Making entry of Ongoing & upcoming projects (e.g Purchase Order, Work Order, Payment Terms, Pending Orders Details and other documents as per requirement of project) 
· Prepare & updates Sales & other reports for AGM

· Co - ordinate with management, Sales, Application, Design, Purchase, QC, Production & Account Dept. etc. 

· Helping to Internal ISO Auditor for documentation procedure 

· Logistic:

Helping to dispatched departments in preparation of Pre shipment & post shipment documentation, collect & submit documents on time to clear & deliver material on time. 

Application & Prepare of Invoice, FIRC & BRC

6) Company                       :   Rubicon Research (Pharmaceutical Ind.) 
Duration                
:    6 Months (May. 2007 to Nov.07)
      
Department
 
:    Document Controls  
      
Designation           
:    Document Controller 
· Input document data into the standard registers ensuring that the information is accurate and up to date. 

· Generate the various document control reports as required 

· Co ordinate with team 

· Procurement and distribution of office stationery.

· Produce regular document status reports 

7) Company                       :    CITI Bank, Fort Head Office                                 
     
Duration                `
:    1 Year (Mar 06 to Jan 07)  

      
Department
 
:    Foreign Trade Service 
      
Designation           
:    Assistant – Export -Import Dept.


· Verification & Endorsed  Invoices & other documents
· Issuing of advice of Export bill, Bank certificate of Export (BRC),

Letter of Credit (LC), F.I.R.C. 
· Checking of shipping bill, SDF form, GR form, Invoices

8) Company

:    Navjivan Blood Bank, Thane 
     
Duration     
 
:    3 year (Dec 03 to Dec 05)

     
Department

:    Documentation & Stock Management 

              Designation 
 
:    Document Controller & Receptionist 
· Attending telephone calls & enquires 

· Checking & Maintain stock
· Attend Blood donation camp events & part of Quality Check process (QC)

· Procurement and distribution of office stationery, lab equipment’s  & Kit
· Making entry in registrar & Computer of Donors & patients 

· Print daily reports

Educational qualifications: 

· Completed MBA  in Finance & Foreign Trade in Feb 2010 with First Class

· Graduated in Commerce from Mumbai University in Mar 2006 with First Class
· HSC from Mumbai Board in Feb 2002 with  First class 

· SSC from Mumbai Board in March 2000 with First Class
Additional qualifications: 

· ISO 9001:2008 QMS Internal Auditor Training from TUV SUD Middle East L.L.C

· Completed Computer Software (DPCS) course from I.T.I (Govt. Institute), Mumbai. 

· Six sigma Training (Yellow Belt).

Computer proficiency: 


· Well versed with MS – Office (Word / Excel / PowerPoint/ERP/CRM / Outlook) 

· Having typing speed 50 wpm

· Fluent in Internet usage  

· Fluent to use SAP, ERP Software

· Tally 9.3 (Account)

Personal Details:
· Marital status 

: Married

· Date of Birth 

: 22nd September, 1984

· Languages Known
: English, Hindi and Marathi

· Issue Date

: 05/02/2010 , Expiry Date
: 04/02/2020

· Visa status

: On Husband Visa

· UAE Valid Driving License  

Thanking you,
Vidya 
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