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 PROCUREMENT & LOGISTICS
     Expertise in Purchasing - Logistics – Warehousing - Transportation   

SYNOPSIS 

A multi-skilled, key team player possessing a wealth of multi-disciplinary experience, including operational, purchase (Local & Overseas), logistics, stores and supervisory abilities. Well accustomed to working under pressure to tight budgets and schedules. Strong leadership, team building and skills. Excellent commercial approach to problem solving through the establishment of new systems and making efficient existing systems, maximizing resources and promoting change. Now looking for a position within a similar role or an exciting opportunity that offers career progression. 

EMPLOYMENT RECITAL

Duration:
Aug’2014 to Oct’ 2016

Company
DRFCO GROUP OF COMPANIES (Dubai –UAE)
Designation
Procurement & Logistics In-Charge
 DRFCO Group of Companies:
For the last three decades our Group has moved through immense stages from its inception, growth, and expansion. DRFCO Group itself has witnessed and is still witnessing major development activities in many sectors such as the Water Proofing, Chemical & Insulation, Automatic Doors, Gate Barriers, Interiors, and Stationary.

Purchasing & Procurement Assistant

Local Purchase:

· To prepare requisition (RFQ) and send the enquiry to effective suppliers with contract terms. 
· Make the comparative analysis between the price, quality & delivery terms etc. and add a new supplier in the vendor database.
· To get approval and issue the LPO with terms and conditions of contract.

· Liaise with Accounts Dept. in relation to Purchase Order and Payment Terms.
· Keep a complete listing and record of all pending orders. Follow up for the pending orders with the vendors.
· Supervise the inspection of all supplies, services and material purchased to insure conformity with specifications ordered.

· To ensure the availability of stock at any time in the warehouse.

· On regular interval, perform stock count and perform reconciliation between stock as per system and physical stock, and provide justification for differences identified.
· Submitting the purchase report to accounts department every month.
Overseas Purchase:

· To handling overseas purchase from Italy, Canada, Germany, Taiwan, US, Malaysia and China. 
· To place the order confirmation for the existing foreign Supplier with Inco terms in E-Commerce.and received the Performa invoice helps to ensure the value of goods, quantity and delivery time.
· Acknowledging the supplier’s Performa invoice and authorizing supplier to handover the consignment with appointed forwarder. 

· Coordinate with Supplier for timely dispatch of goods in the Origin.

· Coordinate with suppliers regarding order discrepancies, shipment shortages and transactional errors.
· Handling import Letter of Credit (L/C) 
· To forecast the upcoming demand with the help of inventory management system and research the new materials for design and cost savings.
 Logistics /Warehousing
· To enquire and appoint the forwarder with minimum cost like Air, Ocean, Land as per volume of goods. 
· Book the Export Shipments with the forwarder.

· Check the Shipping Documents from Supplier for Import Shipments.
· Prepare the Certificate of Origin for Export Shipments.
· Check the forwarder Invoices for Freight and Customs rates.
· Coordinate with forwarder for Freight and Customs Duty regarding Credit Note.
· Nominating the transporter to clear the import shipment from custom clearance.
· Claim the deposit for import shipment.
· Manage all Warehouse staff to ensure an efficient and cost effective site by using FIFO & LIFO.
· To monitoring the storekeeper receiving, moving, checking and storing incoming goods.

· Checking and inspecting various kinds of goods received and ensuring they are of accurate quantity, type, and also acceptable quality.

· Advise the storekeeper to Select space for storage and arranging of goods to be placed in the designated areas

· Making sure that all inventory processes are completed on the same day.
· Evaluate the store to distributing the correct material with correct quantity at the correct time without any discrepancy.
· Continuously seek out improvement opportunities and engender a like attitude within the logistics team.

ACADEMIC CREDENTIALS
· 2010-2012
     M.B.A - from Jamal Institute of Management, TN, India.
· 2007-2010
     B.Sc. (ISM) from The New College, TN, India.
SKILLS

· Good Knowledge in Import shipment operation like Ocean, Air, Land with custom clearance.

· Effective skill in local & overseas purchasing operation with minimum Budget.

· Good leadership skill without minimal supervision.

· Consciousness about time management.
PERSONAL GRAPH
· Date of Birth 

: 24.11.1988
· Nationality

: Indian.
· Languages Known
: English, Tamil
