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MONIKA VAID                                                                                 
Personal Statement   

I am dedicated to achieve excellence in life and willing to put in every endeavour to make it achievable. Obtain high level of excellence in the growth oriented organization and to utilize myself as a resource for all kinds of challenging jobs by upgrading my knowledge and contributing towards company’s growth.
Personal Skills/ Strengths


· Sincere, dedicative and positive attitude towards life. 

· Good communication & Presentation  skills with well developed analytical skills.
· Good skill in writing business reports.
· Good sportsman especially in the team sports and comfortable in executing team tasks.

· Loves to take initiative to learn new things. 

· Posses a flexible approach and adaptability at work. 

· Overcome easily with stressful situations. 

Work Experience:

· June,2011 – Nov,2015


  
About Company : Fluor is one of the world’s leading publicly traded engineering, procurement, construction, maintenance, and project management companies. Fluor Daniel India Private Limited (Fluor India) has been operating since 1995 in India, combining global strength with local focus for clients in India and around the world.

Role : Worked as an Associate – Procurement (Buyer) in Fluor Daniel.
Reporting to
: Manager – Corporate Procurement 
Role & Responsibilities :
· Managed the development of a central purchasing policy to ensure that the company makes the best use of its purchasing power. 
· Procuring all the IT and Admin Requirements. 
· Responsible to handle PAR (Purchase Action Request), floating inquires, preparing comparatives, negotiation, preparing recommendations, placing Purchase Orders for all corporate purchase.
· Responsible to Negotiate contracts with suppliers who meet the company requirements to secure the most favorable terms of business for the company.

· Identify suitable vendors and empanel them with the company. 
· Coordinate with Project Managers to Procure project specific items as required under a particular contract.

· Keep all contracts for the supply of goods and services under review to ensure that they are being carried out effectively and renegotiate terms where necessary.

· Maintain the procurement workflow system, generate reports and follow up on all purchase contracts.

· Coordinate with accounts department for payment to suppliers/vendors with regards to receipt of goods or services.
· Working on SAP Modules, Vendor Development, Vendor Master and Useraccess Admin for Smartsource (Online Bidding Tool)
· Ensure timely signing of the contract between vendor and the company. 

· Single point of contact for all corporate related procurement. 
· Prepare a MIS & financial feasibility report for all the task.
· Drafting of Contract’s and execution of Contract agreement after getting duly vetted from all concern user department.
· Budgeting and cost analysis of the Purchase considering present market scenario.
· ABC classification of vendor’s on the basis of criteria like pre-qualificaion, cost, quality, timely delivery etc.
Achievements:
· Effectively handled all the Office Services and IT Services for Local Purchase & Contracts.
· Successfully handled Fluor New Delhi Fit out Projects for approximately 1, 83, 000 sqft area.

· Make effective independent decisions and coordinate all day-to-day activities.
· Sep, 2008 – June, 2011


  Ambience Group (New Delhi)
About Company : Ambience Pvt. Ltd. is a real estate developer company focused mainly having focus on premium developments primarily in the National Capital Region with in-house construction and development capabilities.
Role : Worked as a Senior Executive – Projects & Procurement in Ambience Group. 

Reporting to
: Director  -  Procurement & Projects
Role & Responsibilities :
· Responsible for managing the entire procurement related to various projects handled by the company. 

· Responsible for handling of Purchase for Building and Interior Material, Vendor Management, Expediting Pre & Post order activities. 
· Responsible for handling in purchase of material, floating tenders & inquiries, collecting quotations, prepare comparisons, negotiate with vendors and prepare recommendations.
· Responsible to issue Purchase Orders in accordance to specifications and requirements.
· Responsible to source, select and negotiate for the best purchase package (in terms of quality, price term, delivery and services) with suppliers and sub-contracts asigned. 

· Responsible to be a good co-coordinator between the project sites & the Purchase department. 

· Responsible for complete analysis of Quotation-Technically & Commercially. 

· Responsible for timely procurement and delivery of the indented materials by the project sites.

· Responsible for purchase of all services, Interiors and Hospitality Industry. 
· Responsible to handle all the Logistics for Imported Purchase in terms of preparing documents, TT Payments, coordinating with freight forwarder for timely delivery of material. 
· Responsible for co-ordination with all ongoing sites & new sites.
· Coordinate with the Storekeeper and ensure timely site material deliveries as per order and maintain minimum stock as per project requirement.

Projects Handled in Ambience Group:
· Leela Kempinski (Gurgaon) Hotel: Handled all the Operational Imported and Local Purchase. 

· Ambience Kempinski (Shahdara) Hotel: Handled all the Services and Hospitality Purchase. 

· Caitriona Project (Luxury Residential Apartments) in Gurgaon: Handled all the Services Procurement and Local Purchase.
Achievements:

· Successfully handled the Leela Kempinski Hotel Gurgaon all Operational & Local purchase
· Successfully handled all the Services and Hospitality Purchase of Ambience Kempinski Hotel  (Shahdara)
· Appreciated for the team work from the CEO of the company.
Educational Qualifications :

· Three Year Post Graduate Diploma in Business Management (PGDM) from Institute of Management and Technology Ghaziabad in Operations and International Business in Year 2015.
· B.COM from University of Delhi. (Correspondence) in Year 2010.

· Passed class XII Examination under CBSE in Year 2006.

· Passed class X Examination under CBSE in Year 2004.
Others Qualifications  :
· Diploma in Multimedia Graphics Designing from DICS, Delhi.
Specificic Skills

Technical

· Well versed with - MS Office / Outlook/ IBM Lotus Note, SAP ERP.
Strength / Achievements 

· Excellent interpersonal skills.

· Versatile, Hard Working, patient and Positive.

· Proactive approach.

· Quick Learner.
Personal Details

· Date of Birth


:
2nd August, 1989

· Nationality


:
Indian

· Languages Known

:
English and Hindi.

· Marital Status


:
Married
· Current Location                         :            UAE

· Visa Status                                  :             Husband Visa
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