Tanya
Tanya.344707@2freemail.com 







__________------
Career Objective:

To work in a challenging & dynamic Retail organization that will enhance my knowledge base. To grow professionally, gain expertise and contribute substantially to the success of the organization. 
Key Professional expertise:
Buying and Merchandising
Planning and Organisational 
Vendor / Client Relations
Communication and Negotiation
Numerical and Analytical
More than 6 years of experience in Retail Buying – Footwear

Computers:  MS Office: Word, Excel, PowerPoint, Internet concepts.

                    Oracle Retail Management System – ORMS  

Professional Experience:

Career break taken to raise family from January 2014 till date.
Namshi.com, Online Fashion store, U.A.E.: From January 2012 to December 2013
Merchandising Planner:  Jan  2013 to December 2013
My Job responsibilities:
· Monitoring Budgets for Footwear & Bags department, ensuring that Buying is within the recommended budgets.
· Support the Buying Team with Price Level and Category Planning.
· Work closely with the Buying team to develop & execute the merchandise plan to support the financial objectives of the department.
· Communicate trading issues and forecasts with proposed actions to the Buying team.
· Plan and generate Open-to-buy after forecasting sales and Inventory in consultation with the Buyers.
· Manage plans for stock levels, keep on top of best selling lines and proactively react to sell through.
· Monitor and Analyze Best Sellers/ Worst Sellers, respond quickly to maximize sales and minimize risks.

· Periodic analysis of brands on various aspects and reports required for the business.
· Identifying slow performing brands/ SKU’s and promote them through various marketing activities.
· Managing and reviewing Replenishment orders for the relevant products, based on stock and trends to achieve optimal sales, profit and inventory performance.
· Regular Competitor visits (in stores and online) and preparing the Competitor Analysis Report.
· Ensure completion of competitive pricing analysis and store visit actions.
Assistant Buyer: From Jan 2012 to Dec 2012
My Job responsibilities:

· Assisting the Senior Buyer in the buying of Ladies footwear and handbags.
· Maintain contact with Vendors / Brands and follow up of samples, production and delivery.

· Processing Orders, expediting the deliveries and payment.

· Arranging for the most cost effective shipment mode and ensuring timely delivery. 

· Running daily sales reports and working on re-orders.

· Review the performance of each brand; analyze buying patterns and future trends. 

· Regular Market visits /Competitor shopping and analysis.

· Preparing the Product Range Catalogue for each season.

· Maintaining the flow of communication with other teams including, warehouse, photography, web content and customer service.
SHOE MART LLC. (a division of Landmark Retail Group) - One of the largest Retailers in the Middle- East, India and Africa.       
Assistant Buyer: From September 2006 to December 2011
My job responsibilities:

· Assisting the Shoe Mart Kid’s Buying department, ensuring smooth execution of orders and timely deliveries.
· Assist the Buyer in aligning the buying plan to the overall department/category business plan and the merchandize strategy as laid down by the department/ category manager. 
· Work closely with the Senior Buyer in Range selection and sample developments.

· Assist the Buyer in building and maintain relationships with vendors and suppliers and negotiate the best deals with them for procuring merchandise. 
· Providing effective and timely assistance to Suppliers/ Factories for matters relating to Sample development, Orders, Prices, Production and Shipment of orders.
· Maintaining a Season-wise Buying database and updating it with subgroups, brands, images, cost, margins, ETA, Territory distributions, etc.

· Take charge of the Buying department in the absence of Seniors Buyers.

· Updating suppliers with graphics, artworks and style guides required for developing in-house and international license - owned brands.

· Ensuring the Samples are developed and received on time. Confirming the samples and make sure that they are as per original specifications, quality, fitting, etc. 

· Travelled on Buying trip to China, Taiwan and Hong Kong for sampling and placing Orders.

· Planning the Product Calendar for every new season which highlights Product stories, Promotions, Best Buys and GWP and ensuring it is in-line with Inflow pattern.
· Actively involved in the Range Presentation to Senior Management and Territory Managers.
· Review and analyse the Season Performance Report and Best sellers periodically.
· Liaison with Imports department for shipments and answering their queries.
· Coordinating with the Merchandising Team and Warehouse for timely release of stock and replenishment to stores.

· Liaison with the Marketing and Visual Merchandise dept. to support PR/Promo/Campaign/Catalogue initiatives in addition to in-store display. 
ENSEMBLE, India – One of India’s oldest and leading Fashion house owned by well – known Fashion Designer Tarun Tahiliani
Executive Assistant: From April 2005 to August 2006
My job responsibilities:

· Assisting the Executive Director (E.D.) in routine activities such as emails, internal and external correspondence.

· Handling the E.D’s Public Relations, Appointments, Interviews and Travel plans.

· Maintaining the E.D.’s personal investment portfolio.

· Assisting the H.R. Dept. ~ sourcing candidates through placements consultants and online websites, scheduling interviews, issuing various H.R. related letters.

· Maintaining the database of employees, attendance and leave records.

· Coordinating with Advertising and P.R. agencies for upcoming in-house Events and Promotions.

· Organizing and scheduling key programs, trainings and meetings.
EURO TRADITIONS INDIA PVT. LTD. - Licensed dealer and distributor of International Brands of Perfumes, Cosmetic and Skincare products in India such as Christian Dior, La Prairie, Dolce & Gabbana, Jockey, Benetton etc.

Executive Assistant: From December 2001 till August 2004
My job responsibilities:

· Assisting the G.M. in Co-operate and Retail Operations.

· Preparing the Monthly /Quarterly /Annual MIS reports of Dior for submission to the Principals in Paris.

· Involved in creation of Purchase Orders for Dior products after analyzing the existing stock and sales trend.

· Liaison with the Finance department for Import related issues, releasing L/C and amendments to the same.

· Coordinating with the Dior Office in Paris for matters relating to shipment of orders, payments, transfers, POS materials, new launches, fashion news, etc.  

· Managing HR activities such as issuing of appointment letters, handling appraisals and increments, maintaining the database of employees all over India.

· Screening of Resumes and interviewing candidates for sales staff to ascertain their eligibility for the final interview.

· Regular store – visits within the Region to ensure that the counters and staff are up to the standards recommended by the Brand.
· Other routine functions such as self drafting, routine correspondence and liaison with the regional branches in Delhi, Calcutta and Chennai.
Educational Qualification:

· Masters of Commerce (M.Com, Part – 1) in 2003 from Mumbai University
· Bachelor of Commerce (B.Com) in June 2001 from Mumbai University
Certified Purchasing Professional (CPP) from the American Purchasing Society(APS), valid till January 2021
Personal Details: 

Date of Birth            :   2nd February 1981
Nationality               :   Indian

Marital Status           :   Married

Languages                :   English, Hindi, Marathi 
Personal Interest      :   Travelling, Music, Reading, Baking

References               :   Will be provided upon request
