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Oshagwu 
Email: oshagwu.327222@2freemail.com 
Mobile no:  Mobile: Whatsapp +971504753686 / +919979971283
Career Objective
I am seeking for job in a Purchasing / Procurement department within a well established; exciting and ambitious organisation that offers genuine room for progression, where I can utilize my knowledge & skills in procurement / purchasing domain.
Summary of Experience
Roles have involved sourcing of vendors; Vendor Registration / Management; strong price negotiation; Procurement process knowledge (Supplier Selection, benchmarking); staff supervision, concurrent interaction with many parties, data gathering and analysis, working within budgets, schedules and procedures; Strong knowledge of sources of supply, market trends and pricing practices; Project documentation; banking; accounts reconciliation; customer’s service; marketing; foreign exchange transactions, and general administration/customer’s services.
Personal Skills and Attributes
· Pro-active 
· Results-oriented with a positive attitude and ability to solve problems creatively 
· Ability to work effectively and efficiently under pressure 
· Highly organized and able to prioritize 
· Self-motivated and able to take initiative 
· Flexible – willing and able to take on new activities 
· Ability to work independently and as part of a team 
· Ability to operate with a degree of autonomy 
· Excellent verbal and written communication skills 
Areas of Skills
Areas of Skills
Vendor Expediting
Staff Supervision
Vendor Inspection Coordination
Procurement Planning
Production Expediting
Vendor Sourcing
Document Expediting & Control
Material Purchasing
Project Administration
Price Negotiation
Forecasting
Planning
Documentation & Document Revision
Vendor Management
Microsoft Offices Application
(word,excel,Access,&Pp)
Industries
Offshore Oil & Gas EPC
Contracting
Banking
Consultancy
Logistics
Training / Certificates
2012 - Primavera P6-V7
2010 - Project Management Information System (PMIS)
2010 - Data Base Management (DSM)
2011 - NEBOSH IGC – UK National Examination Board in Occupational Safety and Health 2013 - Applied Member of Chartered Institute of Purchasing & Supply (CIPS)
2014 – Integrated Management System (IMS) ISO 9001:2008; ISO 14001:2004; OHSAS 18001:2007 2015 - Certified International Supply Chain Professional (CISCP) In Progress.
Academic Qualifications
2014 (June) – MSc in Purchasing & Supply Chain Management, Robert Gordon University Aberdeen, Scotland, UK
2007 (November) - BSc (Hons) Psychology & Counselling, Delta State University, Abraka, Nigeria
2004 (February) - Diploma in Business management (Ed), Delta State University, Abraka Nigeria
Career History
	Company:- Al Mansoor Enterprises L.L.C – Abu Dhabi
	

	Client:-
	Agility Global Integrated Logistics (Mussafah Abu Dhabi, UAE)

	Procurement Coordinator
	May, 2016 – To Date


Brief Job Description
· General Vendor Management 
· Obtaining of competitive quotations 
· Negotiating with suppliers on best price, quality and delivery schedule 
· Reviewing of Supplier’s contract and coordinating with Procurement manager for advice / further action. 
· Reviewing and updating of the procurement procedure 
· Sourcing for vendors for Equipment, machinery, spare parts, stationary / Pantry / other items as advised by procurement manager 
· Coordinating with new vendor and advising them on the process / requirements for registration. 
· Preparing of outgoing correspondences to suppliers as advised by Procurement manager 
· Reviewing of new vendors company's profile and guiding them on right documents required for registration 
· Continuous Updating of approved vendor list and inputting of the Serial Registration Vendor Code on all approved vendors registration form. 
· Informing of New Vendors of the status of their registration and forwarding of the Vendor Code to them via email for reference purpose. 
· Continuous follow up with already approved vendor for the submission of Valid Trade License and other related expired documents submitted during registration. 
· Preparing of supplier’s list for evaluation as advised by Procurement manager 
· Assist in preparing of Code of Ethics for suppliers who are not very educated to be reviewed by procurement manager 
· Coordinating with finance department and assisting them with supplier’s information / bank details as required. 
· Coordinating with other departments (HSE / HR Department) and advising them of new products / proposed discounts based on submitted supplier’s company profile. 
· Coordinating with colleague’s from other departments and assisting to get best quotation on required item based on the PR submitted. 
· Coordinating with departmental colleagues to know the status of PO and ensure supplier complies with delivery date as agreed. 
· Coordinates with suppliers on visit schedule with the procurements manager 
· Coordinates with suppliers for Tender invitation and follow up to ensure invitation letters are received and get confirmation on their wiliness to meet up with submission deadline, so as to enable us save time 
· Assist in preparing of clear Price Comparison sheet based on the quotation received 
· Liaise with suppliers who already submitted quotation and advise them on the status of the quote submitted. 
	Company:- DULSCO – Abu Dhabi
	

	Client:-
	Agility Global Integrated Logistics (Mussafah Abu Dhabi, UAE)

	Procurement Coordinator
	September 2015 - To May, 2016


Brief Job Description
· General Vendor Management 
· Obtaining of competitive quotations 
· Negotiating with suppliers on best price, quality and delivery schedule 
· Reviewing of Supplier’s contract and coordinating with Procurement manager for advice / further action. 
· Reviewing and updating of the procurement procedure 
· Sourcing for vendors for Equipment, machinery, spare parts, stationary / Pantry / other items as advised by procurement manager 
· Coordinating with new vendor and advising them on the process / requirements for registration. 
· Preparing of outgoing correspondences to suppliers as advised by Procurement manager 
· Reviewing of new vendors company's profile and guiding them on right documents required for registration 
· Continuous Updating of approved vendor list and inputting of the Serial Registration Vendor Code on all approved vendors registration form. 
· Informing of New Vendors of the status of their registration and forwarding of the Vendor Code to them via email for reference purpose. 
· Continuous follow up with already approved vendor for the submission of Valid Trade License and other related expired documents submitted during registration. 
· Preparing of supplier’s list for evaluation as advised by Procurement manager 
· Assist in preparing of Code of Ethics for suppliers who are not very educated to be reviewed by procurement manager 
· Coordinating with finance department and assisting them with supplier’s information / bank details as required. 
· Coordinating with other departments (HSE / HR Department) and advising them of new products 
/ proposed discounts based on submitted supplier’s company profile. 
· Coordinating with colleague’s from other departments and assisting to get best quotation on required item based on the PR submitted. 
· Coordinating with departmental colleagues to know the status of PO and ensure supplier complies with delivery date as agreed. 
· Coordinates with suppliers on visit schedule with the procurements manager 
· Coordinates with suppliers for Tender invitation and follow up to ensure invitation letters are received and get confirmation on their wiliness to meet up with submission deadline, so as to enable us save time 
· Assist in preparing of clear Price Comparison sheet based on the quotation received 
· Liaise with suppliers who already submitted quotation and advise them on the status of the quote submitted. 
Virgin General Contracting LLC (Abu Dhabi, UAE)
August 2013 - August 2015
Procurement Officer
Job Description
· Processing of purchase requisition / order within procurement department. 
· Invite, assess and award / recommend supplier tenders, bid, quotation and proposals. 
· Establish and negotiate contract terms and conditions and maintain supplier’s relationship. 
· Analyze all suppliers in order to select the most suitable suppliers who are able to deliver high quality products at competitive pricing 
· Negotiate with suppliers on lead-time, cost and quality so as to obtain the maximum benefit for the company. 
· Defines and maintains documented category and supplier strategies using market and competitive data 
· Liaise with suppliers on delivery schedule so as to endure on-time deliveries of final products 
· Develop, implement and drive procurement strategies in order to meet cost saving targets. 
· Review and manage supplier base to ensure consistency with the sourcing strategy. 
· Ensure commercial, legal and contractual compliances in all the procurement transactions. 
· Perform regular performance reviews with suppliers to drive continuous improvements. 
· Create monthly performance reviews and reports focusing on overall sourcing requirements. 
· Coordinates with supplier on continuous quality improvement. 
· Adopts appropriate supplier management methodologies and procurement strategies in purchasing to secure better prices 
· Prepare and maintain purchasing records, reports and price lists 
· Work with internal and external stakeholders to determine procurement needs quality and delivery requirement. 
· Reconcile / resolve value discrepancies 
· Address staffing resource needs and supervise purchasing clerks 
· Develop and maintain constructive and cooperative working relationship with colleagues and management. 
· Assist in the development of specification for materials and services to be purchased. 
· Administer contract performance, including delivery, receipt, warranty, damages and insurance 
· Sourcing for new suppliers 
· Maintains project specific expediting report. 
· Prepares material purchase order on time for Management authorize signature. 
· Conducting of suppliers risk assessment to manage effectively all tiers of supply Chain. 
· Analyses tenders received by company suppliers and subcontractor of the company. 
· Liaise and negotiates with suppliers for best price; payment terms & delivery conditions. 
· Constant follow up with suppliers regarding delivery time. 
· Ensure key documents are submitted and approved within the required timescale. 
· Attend Tender clarification and contract award Meetings. 
· Coordinate with suppliers; site manager / site storekeeper to ensure the delivery of materials to site 
· Prepare LPO’s for approved material request from site 
· Prepares daily / weekly and monthly report to General Manager and Operations Manager. 
· Inquires quotation from suppliers/ subcontractors. 
· Promotes Health Safety and Environment within the supply chain 
· Compare quotation with BOQ to ensure correct purchase of brand / size. 
· Keeps a good tracking system in the BOQ to ensure there is no erroneous duplication of works in the requisition forms from the Project Site. 
· Checks and analyzes subcontractor’s submitted quotations in comparison to the Bill of Quantities, specifications, terms and conditions of their offered price, inclusions and exclusions of the offered price. 
· Analyzes the bid summary for any irregularities in the subcontractor’s quotes and provide assistance in the awarding process. 
· Clarifies with Suppliers/Subcontractors any significant differences in price and negotiates as necessary. 
· Checks all payment terms / down payment to ensure it is in line with company requirements / Policy. 
· Ensures that the scopes of supply of involved parties are clearly addressed in the BOQ. 
· Visits suppliers in the offices / factory to check material brands / quality 
· Arrange submittals for Project materials as per approved specification. 
· Add new suppliers to the database 
· Prepare price comparison sheet of quotation from different suppliers 
China Petroleum Engineering & Construction Corporation (CPECC) (Abu Dhabi-UAE)
Procurement Assistant
2010 - To July 2013
Brief Job Description
· Research and evaluate suppliers based on prices, quality, selection, availability, support, service, production and distribution capabilities, the supplier’s reputation and history. 
· Negotiates with suppliers for best price; payment terms & delivery conditions. 
· Procure materials on time, identify potential for cost savings and establish reductions. 
· Liaise with Project Subcontracts Co-coordinators, Engineers and Project Management 
· Prepare LPO’s for approved materials to suppliers 
· Forwards Specifications, drawings of some specific materials to suppliers as required. 
· Prepare and update Project Material/Subcontractor Log book 
· Inquires quotation from suppliers/ subcontractors. 
· Visits suppliers in the offices/ factory to check material brands / quality 
· Arrange submittals for Project materials as per approved specification. 
· Coordinate with suppliers; site manager / site engineers to ensure the delivery of materials on site 
· Add new suppliers to the database 
· Maintains purchasing documents, files and records (e.g. Requests for Proposal, vendor files, etc 
· Prepare price comparison sheet of quotation from different suppliers 
· Reviews documents and data (e.g. incoming requisitions, past purchases, reconciliations, inventories, etc.) for the purpose of ensuring completeness and accuracy of purchasing process. 
· Receiving of Material Purchase Request (MPR) from site engineers; forward the MPR to vendors for confirmation. 
· Preparing of Recommended Bidder List (RBL); Receiving of Technical Proposal from the vendors and forwarding it to site engineers. 
· Requesting and receiving of Commercial Offer from the vendors; Coordinate with buyers on all matters concerning allocated requests, best practices to process (quotes) and complete (delivery) within logical time period. 
· Interact with vendors for new products available in the market to serve as possible alternatives for used products, inform concerned and request samples for onward testing purposes and provide proof that product is of same quality, but better price. 
· Check and ensure that all approved and authorized purchase orders are timely forwarded (faxed or delivered) to the concerned vendors. 
· Prepare purchase orders and review requisition for goods and services. 
Emirates Risk Management & Consultancy Company, Abu Dhabi, UAE
Sales & Marketing Coordinator
October, 2009 - June, 2010
Job Description
· Tracks product line sales and costs by analyzing and entering sales, expense, and new business data. 
· Prepares marketing reports by collecting, analyzing, and summarizing sales data. 
· Keeps promotional materials ready by coordinating requirements with graphics department; inventorying stock; placing orders; verifying receipt to support the sales and the marketing teams. 
· Work closely with cross functional teams and head of production and operations. 
· Researches competitive products by identifying and evaluating product characteristics, market share, pricing, and advertising; maintaining research databases. 
· Provides sales related administrative support to the Head of Sales. 
· Accomplishes organization goals by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments. 
· Develops and maintains monthly sales report and any other report if required. 
· Monitoring and Reporting of progress on all purchase orders. 
· Drafting of official letters, to be reviewed by manager and maintaining a tracking facility to enable documents to be updated / review easily. 
· Preparation of daily and monthly progress reports and review of Company’s marketing status in view of working out new strategies to increase company’s growth. 
Shell Petroleum and Development Company of Nigeria (SPDC) Warri, Nigeria. Procurement Specialist April, 2007 to July, 2009
Job Responsibilities
· Maintained close relationships with key business stakeholders in the field and corporate office to understand requirements 
· Led procurement efforts from requisition to payment for various spend categories 
· Supported the Procurement Manager’s vision in developing a procurement process with supporting tools 
· Supported sourcing process by extracting and analyzing data from various sources to effectively improve commercial decisions 
· Worked closely with Accounts Payable to ensure Early Payment Discounts are realized and suppliers are invoicing in accordance with their contract terms 
· Managed supplier relationships for various spend categories to help drive continuous improvement 
· Maintained category profile information (value leakage, supplier performance, spend profile) 
· Tracked and updated open purchase orders from approval through to closure. 
· Reported  non-conformances with follow up until resolved. 
· Negotiated contracts from concept to completion 
· Ensuring Procurement compliance at site level in line with local requirements (Legal compliance, Code of Conduct, Anti Bribery, etc) 
· Performed supplier qualifications, selection procedures, performance reporting & benchmarking for suppliers 
· Managed Supplier's compliance with government regulations and company standards and policies. 
Lee Engineering & Construction, Warri Nigeria
July 2006 to Feb. 2007
Assistant Procurement Specialist
Job Responsibilities
· Organized all procurement activities relating to request for proposals, sealed bids, and price quotes. 
· Reviewed requisitions for completeness and accuracy; follow up on discrepancies 
· Identified available suppliers for each requisitioned item. 
· Organized and maintained computerized records containing vendor and bid information. 
· Processed requisitions into purchase orders and any resulting change orders. 
· Receive, open, screen, log and date stamps bid responses/quotations, mail as required and organize bids for review by the specialist. 
· Perform general clerical duties such as maintaining general files, typing, data entry, opening mail, and completing and processing standard purchasing forms. 
· Coordinate and schedule meetings and appointments as requested; respond to inquiries which do not require the personal attention of the Procurement Specialist. 
· Correspond with vendors regarding prices, product availability, and delivery. 
· Respond to inquiries from site engineers/ manager regarding requisitions, purchase orders, contracts and pricing information. 
· Assist in answering incoming calls. 
· Coordinate work schedules to ensure timely and effective completion of projects. 
· Interact with vendors, buyers, and inter-departmental customers throughout the procurement process. 
· Responsible for keeping abreast of changes in procurement trends. 
· Assisted with developing procurement policies and administrative procedures. 
Guaranty Trust Bank Plc (GTB), Effurun - Delta, Nigeria.
Auditing / Administration Officer
March, 2002 – April, 2006
Job Description:
· Planning, organizing, directing, and controlling financial audits for the Bank; 
· Examining the accuracy and completeness of records and procedures for internal control to safeguard bank assets. 
· Reports audit findings and recommendations to mitigate risk directly to the Bank's Audit Committee; Performs supervisory duties of department staff. 
· Preparation of customer’s data base in line with the banks I.T system. 
· Daily update of customer’s data base. 
· Customer’s relationships - phone calls, board meetings, presentation of old and new products and induction of customers into new company’s program; such as new account benefits etc. 
· Assisting customers and clients in documentation of business transactions, using Company’s order forms and brochures. 
· Verifying customer data to detect and identify financial fraud; verifying relevant information concerning the customers and clients to ensuring correctness of details. 
· Tracking of inter-bank transactions; advising clients on mortgages and raising loans. 
· Opening new bank accounts for individuals and also companies; Convincing of individual companies and persons to build up big deposits in the bank. 
· Representing the bank within the local community; Documentation of customer’s requests and change of details; 
· Taking customers orders; forwarding orders to accounts/operations departments and ensure full compliance of relevant department with customers orders and needs. 
	Language Spoken
	English fluently (Spoken & Written); and African Languages

	Personal Information
	Date of Birth:
	September 13, 1981

	
	Nationality:
	Nigerian

	
	Marital Status:
	Married

	
	Visa Status:
	UAE Residence (Company Sponsorship)

	
	Availability:
	Immediately

	
	Driver Licence:
	Available (UAE Issued).

	References
	Available on request


