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SUMMARY:  A young & energetic person having 10 years of extensive experience in Dubai and India in the field of  Sales & Procurement. A very sincere, resourceful, innovative, competent and easily adaptable nature to new environment.  
Seeking senior level job in related industry, and  where my experience and skill will be utilized and will directly impact company growth, productivity and corporate.

QUALIFICATION: Bachelor’s Degree in Business Management (BBM) from Nagarjuna University of India. Comprised of computer applications like Word, Excel, Email and Internet packages,

Successfully completed ISO 9001 :2008 Internal auditor training conducted by TUV Middle East. 


WORK EXPERIENCE & ACCOMPLISHMENTS IN UAE
From June  2009 –   March  2017
Present Employer : Trojan holding
Post held:  TEAM LEADER 
	· Control and monitor the implementation and the compliance of the procurement process.

· Ensure vendors / contractors are prequalified as per the approved procurement Manual.

·  Develop “Vendor Management System”.

·  Ensure that the procurement of goods and services are in line with quality standards, time and budget.

Demonstrate continuous improvement and decrease turnaround time.

·  Centralise the negotiation with the contractors to ensure achieving cost savings.

· Develop and continuously improve the SAP solutions of Procurement cycle.

· Receive requisition floating to the team member to get the best quote.

· Working on ISO procedure’s  & updating the files

· Search alternate suppliers from trade directories / internet Receive requisition (MRF), Search alternate



	· Float enquiries & receive supplier quotations, prepare techno-commercial comparison with best payment terms 


	· To create & maintain supplier & material master based on LPO history & data / documents available

· Working locally & Internationally  for  8 different companies under the banner of Royal Group for ( NPC , TROJAN ,AL MAHA ,AL AJBAN CHICKEN , REEM, PAL  & Hi tech )

· Working on different  Software (  Build Smart  & Oracle) 

· Handling Air tickets , Travel arrangement  for Top Management   for all the eight companies 
· Coordinating  with all the team members  & conducting meetings weekly wise
· Handling Imports & exports.


Projects  Details  : 
· Hydra Village

· Bagram – Military Camp [Afghanistan]

· Al Qasaba Low Cost Housing Project 3,333.00 units [Afghanistan]

· Emirati Housing Development 5000-Villas @ Al Ain [Jabel Hafeet]
· Al Jimi School – Al Ain
· Al Muweiji School – Al Ain
· Emirati Housing Community – Yas Island

· Institute of Applied Technology [IAT]

· Basement Villa

· Private Villa

· Al Quosaiwra Air Base

· Al Adla Farm

· Private Majlis

· Sheikh Abdullah Villa

· Sk. Mohammed Bin Zaid Car Parking

· Tennis Court at Sea Palace

· Rawdat Al Reef

· Al Ajban Farms

· Coast Guard Base [Seychelles]

· Salem Bin Dalmouj Villa

· AL Maha Stable Force ( Morocco)

· Al Nawama Housing ( Morocco)

· Urbela Residence Phase  1 ( Erbil)
· Seychelles Medical Center. ( Seychelles)
WORK EXPERIENCE:

From Feb 2006 – , May 2009
Present Employer:   Septech Emirates LLC, Sharjah

Post held:  Sr .Purchase Officer

Job Profile:

	· Receive requisition (MRF), Search alternate suppliers from trade directories / internet 

	· Float enquiries & receive supplier quotations, prepare techno-commercial comparison 

	· To create & maintain supplier & material master based on LPO history & data / documents available

	· Chasing supplier for delivery & Invoice

	· Preparing LPO case file for forwarding to accounts & co-ordinate with accounts for payments

	· Clearing import shipments & physical verification on receipt

	· Documentation of export and Import  shipments

	· To carry all sorts of other secretarial jobs in purchase

	· Having a data base of 700 supplier local and international


(1) FROM OCT 2004 –JAN 2005, IFFCO SHARJAH, U A E  

Front Office Executive,
· Managed daily operation of front desk busy switch board
· Being responsive to visitor needs and queries

· Preparing the tele pulse report  

· Handling the courier, mail, fax messages

· Being responsive to customer needs and queries

· General administration and other office routine

· Maintained housekeeping activities of the office.  
(2) AUG2004 -SEP2004 AL KARAMA FASHION LLC  
Sales In charge 

·  Being responsive to walk-in customers 

·  Coordinating with the existing clients to meet their demands

·  Preparing the sales reports and sales invoice

·  Suggesting new promos/offer 

(3) APRIL 2001-JULY 2004 
TATA MOTORS- AUTOMOBILE MANUFACTURER, HYD, INDIA
Senor coordinator cum  customer support  
· Being responsive to customer’s needs and tele queries 

· Preparing the sales reports and sales invoice 

· Maintaining the records of existing and the new customers 

· Being responsive to test drives 

· Maintained appointments the customers

· Follow up with the clients for insurance as well as finance 

· Follow up with the DSA for the fresh payments 

· Handling the corporate customers 

· Follow up with the clients for warranty
(4) WORKED AS A SECRETARY IN CARGO CLEARING & FORWARDING CO, FROM 2005 TO 2006 .

· Managed daily operation of front desk busy switch board

· Handling the courier, mail, fax messages

· Being responsive to customer needs and queries

· General administration and other office routine

· Maintained housekeeping activities of the office

· Typing all custom documents

· Preparing all accounts statements.
· Preparing all accounts statements

(5)  WORKED  AS A PURCHASE  OFFICER IN SEPTECH EMIRATES L.L.C , FROM 2006 TO 2010
· Managing all Material Requisitions.

· General administration and other office work

· Processing all the Invoices to accounts

· Custom Clearing of all import and export Shipment

· Booking all company Air ticket 

· Negotiating with all suppliers for best prices

· Hiring of all types  of cars from car rentals

Additional works : Worked on all these projects in procuring the items Dubai marina, Baral jissah ,Yas Island ,  Septech simon Hartelly ,Saadiyat desalination , DMYC, China Harbour, AL Brashi Villas, DFC, Currently working on Marina Mall and Al wasit nature reserve.
PERSONAL PROFILE
Date of Birth  :               28/08/1976

Nationality :                   Indian 
Languages Known :     Urdu, Hindi , English , & Telugu                                              

Marital Status:              Married

Visa Status:                   Employment

