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JINS
_________________________________        SUMMARY       __________________________________
Resourceful Purchase Officer experienced in high-volume, dynamic purchasing environments. Dedicated to exceeding expectations and bringing exceptional business results. Unsurpassed problem solving, planning and team building abilities. Dedicated to maximizing efficiency and cost-effectiveness in all areas.
_________________________________     HIGHLIGHTS     __________________________________

Cost controls familiarity





Team leadership
Critical thinking skills






Computer proficiency
Resourcefulness






Professional communication 

Strategic planning






Marketing proficiency

Decision-making strength





Inventory coordination

________________________________     EXPERIENCE     _______________________________                                                                                           

PURCHASE SUPERVISOR








09/2008
· Determined recurring business needs and maintained necessary inventory levels.

· Conducted market research to determine appropriate pricing.

· Sourced new vendors for purchasing needs.

· Collected operations data and created spreadsheets detailing trends.

· Designed pricing models for quotations.

· Built competitive bidding environment with broad range of suppliers.

· Applied effective marketing concepts to increase revenue.

· Created new sales and marketing strategies to drive growth.

· Monitored weekly, monthly and quarterly achievement goals.

· Processing invoices from various locations for payment.

· Handling all telephone inquiries relating to accounts payable issues.

· Documenting all accounts payable transactions.

· Compiling management reports and assisting with audits.

· Completing balance sheet reconciliations.

· Processing daily cash receipts.

· Collecting all invoices and obtaining approval for payment.

· Matching, batching and coding invoices.

· Completing accounts payable.

· Creating historical records by scanning documents

· Maintaining vendor files.

· Raising and tracking invoices.

· Checking the filing of invoices.

· Checking the accuracy of figures and calculations.
· Recording all cash activity on a daily basis.
· Knowledge of Food Items

_______________________________            SKILLS           ___________________________________
· Excellent oral and written communication skills. 

· Great attention to detail.
· Strong interpersonal and analytic skills.
· Ability to perform advanced mathematical calculations.
· Demonstrated ability to work in a fast paced environment.
_______________________________      EDUCATION        ___________________________________

· Bachelor Of Commerce M G University, Kerala, India
· HSE (Commerce) Board of Higher secondary Examination, Kerala, India

· S.S.L.C in Board of Kerala
_______________________________      LANGUAGES      ___________________________________
ENGLISH, HINDI, MALAYALAM

___________________________ PERSONAL INFORMATION  ______________________________
· Date of Birth
: 03/01/1983
· Sex

: Male

· Nationality
: Indian

· Marital Status
: Married
· Visa Status
: Employment
_________________________   ADDITIONAL INFORMATION   _____________________________
· Holding UAE Driving License

______________________________      REFERENCES      ___________________________________
Available upon request

_____________________________         DECLARATION       _________________________________
I hereby declare that the information furnished above is true and correct to the best of my knowledge.
JINS 
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