S/O SH. SOHAN SINGH


Objective


:
To take the job with great sense of responsibility, 

Enjoy
 the Challenges of New situations and to make

a positive contribution in the organization.

Sex
:
Male

Hobbies & Interests
:
Reading & Computer

D.O.B
:
01.04.1983

Nationality
:
Indian

Blood Group
:
AB (Positive)

Languages Known
:
English, Hindi, and Punjabi (Well known)

Marital Status
:
Married

Aims
:
Want to be an asset for the organization.

PERSONAL OBJECTIVE
My primary objective as a purchase officer is to ascertain that all purchase request are promptly managed so as not to half the company’s daily operations. I will make sure that suppliers and bidders go through the bidding procedure before the procurement process. As a Purchase Officer, I have to abide with all the governing laws and regulations related to purchase, quotation request, 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. 
PROFESSIONAL SKILLS
Highly experienced in managing purchase order

Good knowledge of inventory control process

Ability to manage and maintain good relationships with vendors

Ability to determine type and quantity of merchandise needed 

CARRIER HISORY
Purchase Officer         ARB Conveyors-Jalandhar (Punjab-India)    Dec 2014 to Till Date

Reviewed and approved purchase orders before ordering goods.

Processed purchasing requests and maintained purchasing logs.
Contacted vendors to obtain price quotes and performed negotiations.

Ensured that all the purchase in accordance with company policies.

Follow-up on delivery schedules.

Purchase Officer             Evershine Steel Industries(U.A.E)            Sep 2012 to Sep2014
Maintained records of purchase and sales.

Coordinated with suppliers to ensure that goods are delivered on-time.

Negotiated price and terms with suppliers.

Inspected goods for any defects .

Recommended improvements to purchasing procedures for operational efficiency. 

Performed purchase operation within the assigned budget.
 Purchase Officer    Ess Ess Kay Engg. Co. Pvt. Ltd (Kpt India) June-2010 to Sep-2012
Maintained records of purchase and sales.

Coordinated with suppliers to ensure that goods are delivered on-time.

Negotiated price and terms with suppliers.

Inspected goods for any defects .

Recommended improvements to purchasing procedures for operational efficiency. 

Performed purchase operation within the assigned budget.

Academic Qualification











	QUALIFICATION
	UNI./BOARD

	10TH
	P.S.E.B MOHALI

	+2
	P.S.E.B MOHALI

	B.A
	I.G.N.O.U 

	ISO Training
	U.A.E


Computer Proficiency
· Two year Diploma in Computer Hardware & Software in Internet Computer Centre Hazipur (Punjab)
I.T PROFICIENCY
· Microsoft Office Suite (Word, Excel, PowerPoint), E­mail & Internet Applications

Others Activities:
Interest 
:

Take Challenges etc.

Highlights
:

Effective interaction with people Eager to learn new 



Things Hard working and energetic.
              As such I request you to please give me a chance to serve in your esteemed

          Organization. I will try doing my best for your organization.


An early action in the matter is requested please.
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