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Personal Information:
Date of Birth     - 08/05/1979

Marital Status   - Married                         

Nationality        - Indian

Languages         - English, Kannada, Hindi, Telugu
Hobbies: Book Reading,

 Pencil Sketching
	  Career Objective:  

Desire a position with challenging responsibilities in field of Procurement / Administration. To add value to myself and to the organization by giving the best of my skills in a competitive environment and achieve a unique position in the concerned industry.

  Professional Experience:

· Multi faceted and talented individual with over 2 years of experience in purchase and sales coordination in UAE 

· Excellent organizational skills with good written and verbal communication skills.

· Effective attention to detail, research, analytical and problem solving skills.

· Firm to maintain a high degree of confidentiality. 

· Exceptional ability to promote company success by being courteous to customers, company associates, through a professional appearance and by having a positive attitude

· Ability to encourage the productive sharing of knowledge and experience.
  Core Competencies:

· Handling big packages from Tendering stage, Negotiation, coordination with other departments for timely completion of the contract and meeting commitments, effectively handling Domestic and International Clients. 

· Maintaining cordial relationship with customers, ensuring quality and service norms to achieve customer satisfaction and business retention

· Monitoring competitor activities and devising effective counter measures.

· Exhibiting Business promotion events.

Education Details:

· BE   -Bachelor of Engineering (Electrical Engineering) in the year 2004 from Kuvempu University with 61.85%

· Inter-School of Intermediate education (Pre University) in the year 1996 from the Board of Intermediate with 67.4%

· 10th  -School of Secondary Education in the year 1994 with 74.5%

  Technology Skills:

· Operating System   MICROSOFT WINDOWS®98/XP/2000/vista/2003Server     

· 3D Software
       MAYA

· Image Editing
       Photoshop  

· Fields in Maya
       Set Modeling, Texturing, Lighting

· Packages                    MS-office 


	Experience:

May 2015 – Till Date
· Company Name  -  Saint Gobain Glass- Merint LLC, Dubai, UAE
· Designation
 -   Assistant to Division Head 

Merint LLC is a division of Merint group, associated with architectural glass and well known for its longstanding relationship with Saint Gobain whilst promoting their architectural glass products in a relatively large and lucrative yet competitive market in GCC Region setting new benchmarks for quality and reliability. Merint is associated with some of the best in the respective industries, and built a commanding presence in emerging sectors such as Tools / Machinery for glass industry, Nuclear Medicine & Surface protection films. 
Responsibilities:

      Having good knowledge about Architectural glass products.
  Assistant to Division Head
   In the capacity of Assistant, was reporting to the Head of Division. My responsibilities were included but not limited to:

·  Responsible for smooth operations of Coordination, Logistics and Admin team to provide complete support to sales and marketing department.

· Ensure documentation & work procedures are maintained in effective and efficient manner for Coordination, Sample, Logistics & Admin team.

· Ensure and verify all documents prepared by subordinates are correct before goes out for further approvals and procedures.

· Prepare and maintain regular reports on various aspects for management’s ready reference.

· Coordinate with suppliers for price negotiation, order placement, shipment status, production schedule and various other aspects.

· Coordinate with Sales & Marketing team for samples, pricing and other required tools.

·  Ensure appropriate stock availability in Warehouse and Sample room.

· Coordinate with Client for extra requirements & support, Quality & Delivery issues, post and pre order feedbacks, etc.

·  Preparing Quotations for the country head and brand managers.
· Prepare purchase orders and review requisitions for goods and services.

· Analyze price proposals, financial reports, and other data and information to determine reasonable prices.

· Monitor shipments to ensure that goods come in on time, and in the event of problems traces shipments and follow up undelivered orders.

· Arrange the payment of duty and freight charges.
· Write and review product specifications maintaining a working technical knowledge of the goods or services to be purchased.

· Track shipments from issuance of Purchase order to delivery to final destinations.

· Contact suppliers, service providers, and end users to resolve order shipment discrepancies.
Dec 2013 – May 2015

· Company Name  -  Electric House LLC, Dubai, UAE
· Designation
 - Purchase & Internal Sales Engineer
Electric House is a well-known manufacturer and supplier of choice in the growing field of electrical fittings in the GCC Region setting new benchmarks for quality and reliability. Distribution logistics will utilize the best of developing IT strategies and be coupled with our determination to grow from within. Developing manufacturing which build already established strengths, will further enhance unmatched position in stockholding and reliability of delivery. 

Responsibilities:

      Having good knowledge about SCHNEIDER LV SWITCHGEAR PRODUCTS.
    Office Administration

· Receive, direct and relay telephone messages and fax messages.

· Maintain the general filing systems and file all correspondence.

· Assist in the planning and preparation of meetings, conference, and conference telephone calls.

· Make preparation for Council and committee meetings.

· Maintain an adequate inventory of office supplies.

· Arranging hotel & ticket booking/ reservation.

· Provide word-processing and secretarial support.

 Purchaser /Internal Sales Engineer
· Preparing Quotations for the country head and brand managers.

·  Purchase the highest quality merchandise at the lowest possible price and in correct amounts.

· Prepare purchase orders and review requisitions for goods and services.

· Analyze price proposals, financial reports, and other data and information to determine reasonable prices.

· Monitor shipments to ensure that goods come in on time, and in the event of problems traces shipments and follow up undelivered goods.

· Confer with staff, users, and vendors to discuss defective or unacceptable goods or services and determine corrective action.

· Evaluated and monitor contract performance to ensure compliance with contractual obligations and to determine need for changes.

· Maintain and review computerized or manual records of items purchased, costs, delivery, products performance and inventories.

· Review catalogs, industry periodicals, directories, trade journals, and internet sites, and consult with other department personnel locate necessary goods and services.

· Study sales records and inventory levels of current stock to develop strategic purchasing programs that facilitate employee access to supplies.

· Arrange the payment of duty and freight charges.
· Write and review product specifications maintaining a working technical knowledge of the goods or services to be purchased.

· Track shipments from issuance of Purchase order to delivery to final destinations.

· Contact suppliers, service providers, and end users to resolve order shipment discrepancies.

· Inform management and customer of delivery status.

· Update databases and other reporting tools to maintain visibility of shipment status.

· Preparing commercial invoice, packing list, HS Code Summary and Delivery Advice
· Monitor delivery schedules local/ international and coordinate with Airfreight and Sea Freight forwarder to ensure on-time delivery of the shipment.
Feb 2013 – Oct 2013
· Company Name  - Al MUFADDAL Engineering and Marine Services, Dubai, UAE
· Designation
  - Assistant to the marketing Advisor/ HOD 

Responsibilities:

· Assisting the company’s Technical advisor (Business Development Manager).

· Dealing with workshop staff and enquiries from the shipping agents and companies.

· Coordinating with other divisions in for getting the job approval and giving the job information to bag the orders from shipping companies. 
Nov 2012 – Jan 2013

· Company Name  - SEMCO TECH, Dubai, UAE. 
· Designation
 - Sales Coordinator & in-charge Office 

Responsibilities:

Office Administration

· Receive, direct and relay telephone messages and fax messages.

· Maintain the general filing systems and file all correspondence.

· Assist in the planning and preparation of meetings, conference, and conference telephone calls.

· Make preparation for Council and committee meetings.

· Maintain an adequate inventory of office supplies.

· Arranging hotel & ticket booking/ reservation.

· Provide word-processing and secretarial support.

 Purchaser /Sales Coordinator

· Purchase the highest quality merchandise at the lowest possible price and in correct amounts.

· Prepare purchase orders and review requisitions for goods and services.

· Analyze price proposals, financial reports, and other data and information to determine reasonable prices.

· Confer with staff, users, and vendors to discuss defective or unacceptable goods or services and determine corrective action.

· Evaluated and monitor contract performance to ensure compliance with contractual obligations and to determine need for changes.

· Arrange the payment of duty and freight charges.

· Write and review product specifications maintaining a working technical knowledge of the goods or services to be purchased.

· Track shipments from issuance of Purchase order to delivery to final destinations.

· Contact suppliers, service providers, and end users to resolve order shipment discrepancies.

· Inform management and customer of delivery status.

· Update databases and other reporting tools to maintain visibility of shipment status.

· Preparing commercial invoice, packing list, HS Code Summary and Delivery Advice
· Monitor delivery schedules local/ international and coordinate with Airfreight and Sea Freight forwarder to ensure on-time delivery of the shipment.
Nov 2010 – Oct 2012
· Company Name      - M/s Vijai Electricals Limited (VEL), Hyderabad, India
· Designation
     - Internal Sales 

Responsibilities:

· Responsible for the contractors business for Power Division for complete LT Switch gear.

· Introducing EPC contractors by giving in-house presentations and conducting seminars.

· Coordinating with other divisions in power division for getting the product approval and giving the project information to bag the orders from panel builders. 
Dec 2009 – Nov 2010

· Company Name - SAVITA Electricals Ltd, Kolar, Karnataka.

· Designation
 - Sales Coordinator 

Responsibilities:

· Responsible for the contractors business for Power Division for complete LT Switch gear.

· Introducing EPC contractors by giving in-house presentations and conducting seminars.

· Coordinating with other divisions in power division for getting the product approval and giving the project information to bag the orders from panel builders. 
Jan 2008 to Dec 2009.

· Company Name      - Soft Skills India (P) Ltd, Hyderabad, India

· Designation
     - Trainee Manager (Administration Dept)
Responsibilities:

· Training the Medical Transcriptionist trainee’s 

· Scheduling their classes.

· Feasibility study for facilitating new modules

· Responsible for standardizing procedure and process framework

· Administrating the day to day tasks of the students and providing them the instructions regarding the study material 

· Administrating the grade and tests for evaluating the performance of the students 

· Coordinating with external vendors for printing and inventory.

· Appraise the management of the ongoing activities.

· Helping in designing the curriculum



	


