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Objective

Seeking a challenging and enriching career where I can effectively contribute from my experience gained over 12 years in the field of Oil & Gas with focus on assimilating new skills contributing to personal growth and growth of the organization

Summary
· Graduate in Bachelor of Commerce from Mumbai University, India.

· Diploma in Software Technology and System Management from National Institute of Information and Technology (NIIT) – Mumbai, India.
· Worked with Lamprell Plc for past 12 years, designated as Procurement Contracts Coordinator.
· Worked with NIIT- designated as Faculty & Group Leader positions over a period of 5 years.

· Experienced in Relational Database Management Systems (RDBMS) – SQL & MS-ACCESS (Tables, Queries, Forms & Reports). Part of Core Implementation Team for Docmax (Engineering) & Oracle (P&SC)
· Qualified Internal Auditor – Quality Management System (ISO 9001: 2015)

Professional Experience
	
	Procurement Contracts Coordinator
	November 2011 – Till Date

	Key role comprised development and execution of sourcing strategies for goods and services and managing vendor relationships on behalf of and in consultation with Lamprell business users or customers.

Responsibilities include:
· Sourcing all the strategic aspects associated with market analysis, spend analysis, technical appraisals (specific goods & services), negotiations, contract awards and closure.

· Assist the procurement strategic and sourcing manager by providing analysis and forecasting of material required by projects – data backup from Matrix and Oracle system.
· Using market indices to benchmark pricing and determine appropriate pricing arrangement with vendors.

· Prepare framework agreement that meets all Lamprell requirements and secure the supply of materials and goods as needed.
· Ensure purchase order operational service line executed as detailed in the formal framework agreement of the supply chain.
Task undertaken:
· Framework Agreement undertaken and successfully finalised for MRO (Maintenance, Repair and Operation). 
· Managed all Framework Agreement design activities. (Identified, evaluated, prepared, negotiated and issued the Framework Agreement)
· Obtained required approvals throughout the process.

· Ensured that the Contract adhered to company’s policies and procedures and ensured that files and documentation of Contractors are up-to-date and available for audit checks.

· Analysed and generated Scaffolding reports to Management.

· Oracle implementation: This included creating Part IDs, setting vendor. Managing vendor and manufacturers details for all the facilities including Lamprell, MIS and Sunbelt, auto generate PO for framework Agreement.
· Have compiled report for major suppliers viz: Letourneau, Cameron, NOV for 2011.
· Conducted Audit (Control Self Assessment) for Procurement & Supply Chain for the year 2011 and 2016 based on Risk Management and Internal Control Policy adapted by the Lamprell Board. Produced report based on the facts and documents provided by structured 3 core service line: Source, Buy and Deliver.
· All the management reports and sourcing database generated using MS-Access via ODBC (Open Database Management System) and Queries to get required details with accuracy.
· Substituted Inventory Controller for a period and taken over activities of generating month end reports for finance department followed by reconciliation, prepare GRN, MIN, manage VMI.
· Generated Steel Report for the Management.
· Creating Part ID’s for 116E Class Equipments (Drill floor) and Materials, Electrical items, Electrical cables, Consumables etc.



	Lamprell: Procurement and Supply Chain Division 
	Business System Analyst /Supply Chain Analyst

	March 2010 – October 2011

	This is a key support role and part of sourcing process work within the department recognizing the importance attached to improvement and development of key contracts for commodities and the supply of materials. This role is responsible for analysis of all spend data within the Matrix Suite of systems to deliver information ready for supplier negotiations. 

Responsibilities include
· Spend analysis, research and implementation of all procurement supply chain developments and improvements across the Lamprell Energy Group enterprise.

· Research, analysis and presentation of all data from Matrix system for sourcing to be undertaken. 

· Adherence to all compliance and auditing requirements for the conduct of ethical and transparent operations including Lamprell Policies and guidelines.

Tasks Undertaken
· Detailed Spend Data Analysis for Valves - year 2008 to 2010. Identifying Manufacturers and Vendors, unit cost and total spend from Matrix.
· Weekly monitoring and reporting stock on hand, stock turns and forecasting for lead time: ESAB- Electrodes and Kanoo-Disc.

· Compiled quotation for the Framework Agreement of Electrical Cable.


	Lamprell: Engineering 

	Planner and Document Controller

	September 2004 – February 2010


	As a Planner, directly reporting to the Engineering Manager to fulfill approach and methodology in regards to following responsibilities which includes as follows:  

Responsibilities include
· Assisting commercial (estimation) team with Tender/Bid jobs by consolidating a solid scope of work considering the specification through the development of requirements that meet the customer’s need, verify budgeted manhours from various disciplines vide Labour system from the past projects (refurbishment and new built).
· Prepare and manage schedules for engineering execution for the projects awarded.

· Closely monitor budgeted manhours for the engineering activities awarded in the start-up document for the projects on a weekly and monthly basis.
· Produce manpower forecasts in support of scheduled execution.

· Produce schedule look ahead’s depending on project requirements, forecast future engineering activities.
· Prepare productivity report based on 80-20 ratio.
· Update project report for new built (Scorpion – Offshore Freedom and Mischief) and refurb on a weekly basis in MS-Project and Primavera.
· Manage leave schedule of the engineering staff. Ensure proper backup of draughtsman, designers and engineers for the on-going projects considering staff on off-shore survey.
· Co-ordinate closely with projects and planning department, analyze schedule project progress/change (if any) and identify areas of concerns to ensure timely corrective action in regards to drawing approval and issued for construction.
· Co-ordinate with commercial (proposal) team for any request for change (RFC) and request for quote for new scope and follow-up for the cost code and additional hours for the added scope.
· Work closely with the engineering department, team leaders to enable future forecasting of projects to be captured.
· Resource Allocation: Assign resources for effective and accurate schedule progress.

· Ensure inclusion and manage performance of 3rd party schedule activities.

· Liase with and report to the engineering manager, as required, to provide timely status of projects and proposals.

· Work within the requirements of ISO9001:2008 and Lamprell policies and procedure as required by the engineering department quality manual and engineering management plan.

Responsibilities as Document Controller
· Responsible for and ensure smooth functioning of Document Control.
· Ensure all transmittals, IDC copies, check prints, drawing formats and drawing status are well received and up to date.

· Client follow up with respect to documents issued to ensure that all documentation is returned in time after approval.

· Implementation & Monitoring the Document/Data Control Procedures in line with ISO procedure and company standards.
· Ensure and facilitate all ISO audits in the department.

· Ensure Class approval of the Engineering Documents (Sharjah & Hamriyah) - ABS, GL and other certificated systems, co-ordinate with ABS – Houston & Europe for the same.

· Core team member for implementation of Docmax for Sharjah and Hamriyah.
· Responsible for training Engineering and Project staff on Docmax in Sharjah & Hamriyah facility for relational database system to access drawing, time sheet process on Docmax (in progress) for the Sharjah & Hamriyah.

· Maintaining weekly reports for planner to support planning.

· Printing of A1, AO & A3 AUTOCAD as well as PDF drawings.

· Maintaining RIG drawing file as the RIG arrives. 

· Ensuring availability of drawings as and when required by the concerned dept. (Commercial & Projects).

· Maintaining of engineering office archive in good condition.

· Organizing timely deliveries.

· Responsible for the Overall Administrative duties for the Department.

· Job related System awareness for Documentation and Admin. – Importmax, Docmax, ABS – O2E, AccXES-Tool.

· Assist the Engineering Manager with necessary reporting as and when required.

· Stand in for the Engineering Office Administrator for function related to personnel and office administration as necessary.



	NIIT – Bombay, India 

	Group Leader /Faculty

	January 1998 to September 2001


	Responsibilities include 
· Handled SQL & JAVA training for batches of 30 students 
· Examination scheduling 

· Batch launch scheduling 

· Counseling candidates for upgrading courses as per eligibility

· Recruiting candidates for external placement (professional practice) after successful completion of course.

· Interviewing faculties for internal resource.

· Faculty allocation for batches 

· Conducting Career Development Session for GNIIT students.

· Marketing for business development
· Meeting business targets



	St. Francis High School
 
	Teacher

	January 1993 to December 1997


	Responsibilities include 
· Teaching students of Grade 6th and 7th (Math’s and Science) 

· Teaching students of Grade 2nd to 4th (All subjects)




Professional Certification

· Honors Diploma in Software Technology & System Management from NIIT, Mumbai (India).

Software Knowledge

· Operating System 
: Dos, Unix, Linux

· Languages Known
: C++, Java (JDK 1.2)

· RDBMS

: Sybase, SQL Server 7.0

· Applications

: MS-Office & Projects

Educational Qualification

	Education
	Year
	University/

Board
	School / College

	Bachelor of

Commerce
	March 1996
	Maharashtra India
	Vartak College – Mumbai University

	HSC 

(Higher Secondary School Certificate)
	March 1993
	Maharashtra, India
	Mumbai Board

	SSC 

(Secondary School Certificate)
	March 1991
	Maharashtra, India
	Carmelite Convent 

High School


Personal Details

Date of Birth                    

: 14th October, 1975 

Place of Birth



: Mumbai, India

Nationality



: Indian



Gender



: Female

Marital Status                    

: Married


Languages known    


: English, Hindi, Marathi, Tulu
Personal Strengths




· Leadership quality
· Hard working
· Excellent interpersonal skills

Hobbies & Interests   

· Reading, Music and Fine Arts. 
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