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	Career Objective

To secure a position in a growth-oriented organization where my skills can be shared and my

knowledge can be enriched.

Motto - Building relationship by delivering results!
Job Skills

· Plan the work on daily basis

·  Knowledge of purchasing skills.

· Effective negotiation skills.

·  Working closely with clients.

· Ability to work independently and in a collaborative environment.

· Ensure appropriate and adequate documentation is in place for process & action.

· Learning & operating new systems and various processes.

·  Improving job quality & speed work process.

Career Profile:

· Organization: TELFORD INTERNATIONAL LTD, ABU DHABI, UAE.

·  Designation: Purchasing & Procurement / Logistics Officer.
· Duration      : May 2015 to till date. 
· Organization : GATEWAY VENTURES FZC , SHARJAH , UAE

· Designation: Purchasing & Procurement / Logistics

· Duration     : October 2011 to March 2015.
·     PROJECTS UNDERTAKEN:

                                                      Client : Lukoil Mid- East Limited

                                                      Project: West Qurna -2 , Iraq

                                                      Materials: Supply of Tools, Chemicals and Equipment.

                                                     Client : - Customer - Zhaikmunai LLP (Kazakhstan)                                                             

                                                     Project Name – Complex Gas Treatment Unit (CGTU-3)

                                         Materials : Supply of Cables , Flanges , Gaskets , pipes
· Responsibilities:
- Purchasing of Materials.

                                                     -  Preparing RFQ's and forwarding it to relevant suppliers / agents to 

                                                         Obtain Quotations.

                                                     -  Preparing Purchase Order in ERP.

                                                      - Coordinate with suppliers and follow-up for timely receipt of 

                                                         Materials.

                                                      - Maintaining records / database of various categories of approved        

                                                         Suppliers.

                                                     -  Preparation of Comparative Statement of Quotes in ERP

                                                     -  Negotiating with the vendors for Rate, Delivery and Payment  

                                                        Terms.

                                                     -  Arrange freight for import of the shipment & process customs 

                                                         Clearance  Documents
· MAJOR CLIENTS:

- LUKOIL MID-EAST LIMITED

- Zhaikmunai LLP (Kazakhstan)

- ERSAI/SAIPEM

- AGTHIA GROUP P.J.S.C ( AL AIN F&B)

· Designation: Administrative Assistant
Roles and Responsibilities.
· Meet and Greet Client representatives with behavior that best

fits my role.

· Dealing with Clients enquiries and provide insight to delivery

team.

· Work closely with Sales and Marketing team.

· Work internally as an administrator for Supplies, stock order,

inventory and Stationary etc.

· Exceed goals/ expectations set by organization.

· Organization: Gateway Ventures CA Ltd (OIL AND GAS), Chennai Branch, India.

· Designation : Procurement Coordinator / Logistics

· Duration: March 2008 to September 2011. (Transferred to Sharjah Branch office )

                                          Roles and Responsibilities:

· To Co-ordinate with Supplier and Clients ,Sourcing the most  affordable  materials for the company’s manufacturing process Establishing foreign and   domestic suppliers

· To negotiate with Suppliers on reduction of prices as per the guidelines provided by Management to ensure cost effective purchasing.

· Preparing high quality tender documentation, Reviewing tenders, bids.

· Preparing Quotations, purchase orders in ERP.

· Monitoring order status to meet the delivery due date. Arrange freight for import of the shipment &process customs clearance documents.

· To maintain and update related purchasing documents, files and records and to prepare status reports.
· Organization: ACE International Realty Pvt Ltd, Chennai.

· Designation : Back Office Executive

· Duration : April 2007 to February 2008

·  Organization : Viva vita diagnostics systems Pvt. Ltd, Chennai

· Designation : Personal Secretary Radiologist Department
· Duration : May 2005 to March 2007

Academic  Qualification           

· Master Degree of Computer Application, in general from University of Madras, in

the year 2006 – 2008

· Bachelors of Computer Application, in general from Valliammal College for Women, Chennai, in the year 2002 to 2005

· Higher Secondary – Kerala Vidhayalayam Higher Secondary School, Chennai – 2002

· S.S.L.C- Kerala Vidhayalayam Higher Secondary School, Chennai – 2000.    

Technical Skills:  

· Ms Office  / Excel.  

· Knowledge of ERP.

Personal Details: 

        DOB                                                                 :  21st  May 1985
        Sex                                                                  :   Female

        Marital Status                                                  :   Married
        Nationality                                                       :   Indian

       Languages known to Read & Write                  :  English, Tamil, Malayalam & Hindi
Declaration: 

            I hereby declare that all the details furnished above are true to the best of my knowledge.

Date:11/07/2016                                                                                                         yours truly,
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