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PERSONAL SUMMARY

Having 8+ Years of Experience in Purchasing in UAE. Possesses fast and effective negotiating & communication skills, and having a strong administrative background with knowledge of the latest office management techniques and experience of using specialist software packages. Supervised and directed corporate purchasing functions such as product/service research, vendor selection, price and contract terms negotiation, and purchases order completion. 
PERSONAL DETAILS
Date of birth


15th February, 1990

Place of birth


Sharjah

Citizenship


Indian

Gender



Female

Driving License

Valid UAE Driving License

Languages Known

English, Hindi, Arabic (Basic)

Visa Status


Father’s Visa
KNOWLEDGE /  SKILLS

· High Proficiency in MS Office Suite (Typing Speed 45wpm)
· Trustworthy with Impeccable Moral Standards

· Discrete, reserved and able to handle business, personal, and family information with the highest level of confidence.

· Highly organized and possess Good Negotiation Skill
· Able to adapt quickly, handle multiple tasks, and prioritize

· Self-Directed with Sound Judgment & Confident

· Exceptional interpersonal skills with internal and external staff

· Demanding work environment
ACADEMIC QUALIFICATIONS:

· BBA, University of Calicut, Dubai, UAE

· IATA Foundation Level, Skyline University, Sharjah, UAE

· Office & Secretarial, Nadia Training Centre, Sharjah, UAE

· 12th Grade (78%), NIMS, Sharjah, UAE
CAREER HISTORY:
Purchasing Executive, LMI General Trading LLC, Dubai – UAE 
Dealing in Office Equipment, IT Products & Electronics.
November 2016 to Present

· Responsible for completing all administrative procedures concerning allocated requests and orders, upon receiving through the system till item/service physically delivered or rendered to the office or stores. 
· Controlling the purchase of required items & services. Negotiating price & terms of products with suppliers.
· Establishing terms, pricing, quality requirements, delivery, and contracts. Adhering to all company policies with particular regard to accounting procedures.
· Preparing & processing requisitions, purchase orders & invoices for purchases. Making recommendations & advising senior management on all purchasing issues.
· Maintaining records of supplier contracts, agreements, goods ordered received
· Managing vendor relationships and building effective supply chain partnerships.
· Queries and clarifies any concerns regarding received purchase requests data, concerning description, units, quantities and specifications, directly with the initiating department personnel. 

· Responsible for verifying and follow up on all pending orders (approved & under approval) through system reports or by reporting any concerns. 
· Apply for Credit Facility with Vendors and ensure all requirements are met.
· Checks and ensures that all approved & authorized purchase orders are timely forwarded (faxed or delivered) to the concerned vendors.

· Responsible for reviewing and updating all personally entered (locked) price quotations, supplier’s data, and date validity. 

· Interacts with vendors for new products available in the market, informs concerned and request samples for onward testing purposes, providing that product is of same quality & better price. 

· Advises through market knowledge, special offers, discounted products, cost saving substitutes and possible brand shortages, serving the benefit of the company.

· Monitors vendors’ reliability & services, establishes new contacts with prospective vendors.

· Performs related duties and any assigned special projects as and when requested.

Assistant Purchasing Manager, Group of Hotels – UAE

May 2008 to September 2016

(Worked as Purchasing Coordinator and Promoted to Assistant Purchasing Manager)
· Design and maintain vendor reports and evaluate data for purchasing requirements 

· Assist to obtain all required approvals and establish best practice for purchase activities.

· Prepare purchase orders and ensure accuracy. 

· Maintain track of all receipts and collaborate with shipping vendor to ensure compliance in maintaining quality standards of products and services

· Coordinate with vendor to maintain knowledge on all product and delivery schedule 

· Collaborate with internal and external customers and manage all pricing and availability of all products 

· Develop purchase order for all purchasing system and manage all communication with general contractors and coordinate with sourcing analyst to source all materials.

· Monitor all inventory level and determine appropriate delivery dates of all products. 

· Forecast all order requirements and maintain records of all activities and resolve all delivery issues and prepare all products for shipments.

· Monitor all supplier performance and ensure timely delivery of all products and maintain accuracy in all vendor data in inventory control module.

· Manage all communication with all vendors and track all orders and resolve any issues

· Contact vendors and take information regarding prices, availability and quality

· Research pricing information and compare prices and quotations

· Maintain confidentiality of proprietary information

· Comply with quality assurance expectations and standards.

· Develop and maintain positive working relationships with colleagues / vendors.

· Manage all administrative functions of the purchasing Department.

· Maintain logical storeroom inventory levels operationally needed

· Oversee overall hygiene, fire and safety, proper storing arrangement, cleanliness of storerooms according to local Standards.

· Inform management and department heads on pending items, new procedures, system difficulties and other related matters.

· Verify that all documentation and proper quotations are maintained and filed according to the hotel Policy and Procedure requirements.

· Ensure cost management initiatives are implemented by reviewing all orders and negotiating best prices with our supplier
· Maintain and develop the relationship with the hotel supplier and ensure long term relationship with them, and source out new supplier when necessary and as required for the operation.

· Attend internal departmental meetings regularly to discuss problems, difficulties, maintain relation, improve standards and elevate services.

· Spot checks storeroom requests if properly maintained, verifies quantity requested and issued, proper items received by signatories & ID availability

· Maintains proper filing system of all property signed contracts related to operation, follow up renewals; introduces new qualified vendors for renegotiation purposes and price verification.
· Review Capex budgets submitted by various operating entities. Through the review process liaise with development team and respective operating entities to ensure Capex budget is finalized and presented to Board of Directors for their approval.
· Review monthly Capex reporting received to ensure reporting is accurate and to monitor Capex against budget.
· Performs other related duties and responsibilities as and when assigned by the management.
