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CAREER OBJECTIVE

To pursue a career that is mutually beneficial for me and the organization that I am associated with. To make a defining contribution to the industry, to face new challenges and gain more knowledge. 

HIGHLIGHTS

8 1/2 years experience in Procurement, Purchasing Assistant, Warehouse Supervisor, Material Controller, Logistics and Freight Forwarding in oilfield company UAE and India and 3 years experience in Shipping Field in Middle East ( K.S.A) Has the ability and commitment to work in a multicultural environment. Issue Expediting reports, arrange field expediting reports, and arrange field expediting where required. Issue weekly status report.

ACCOMPLISHMENTS 

· Respond to customer inquiries by phone and in person.

· Ability to please and convince customers 

· Cheerful personality 

PROFESSIONAL EXPERINCE 

Worked in Carbon Technology , Calicut,Kerala as Logistics and Purchasing Manager from October 2014 to March 2017.

RESPONSIBILITIES 

Plan, organize, direct, control and evaluate the purchasing activities of an establishment 

Develop purchasing policies and procedures and control purchasing department budget

Identify vendors of materials, equipment or supplies

Evaluate cost and quality of goods or services

Negotiate or oversee the negotiation of purchase contracts

Participate in the development of specifications for equipment, products or substitute materials
Review and process claims against suppliers

Improvise delivery schedule and reduce the lengthy lead times by instituting an efficient order management process.

Liaising with customers, suppliers and transport companies to ensure that delivery deadlines are met.

Controls inventory levels by conducting physical counts; reconciling with data storage system.

Resolve problems concerning transportation, logistics systems and customer issues.

Negotiate & be responsible for the smooth running of transport operations by coordinating with the transport vendors and by managing the company’s delivery fleet
Arrange Materials as per Pick list generate from system

Data entry on time-Support to Sales team, finance & purchase departments & other members as per their requirement for smooth functioning
Worked in Al Ghaith Oil field Supplies and Services, Abu Dhabi as Procurement, Logistics,Warehouse Supervisor and Purchasing Assistant for Tesco Canada International Middle East FZE and Bronco Manufacturing, USA in Rig Services Division from April, 2009 to July,2014.
RESPONSIBILITIES 

Preparation of enquiries for quotation documents in accordance with the specifications including all technical, commercial, and quality requirements.
Negotiating prices, deliveries for quotations, placing purchase and service orders for a variety of materials, equipment and finished products.
Expediting and ensuring that all tangibles and equipment are delivered in a timely manner at the negotiated price and meeting quality standards. 
Interface with engineers, end users and suppliers to resolve issues of ambiguous specifications of material shortages or substitutions .
Interviews vendors and evaluate their products and capabilities as suppliers 
Coordinate critical procurement activities at the time of job set up, mobilization and de-mobilization .
Full Reconciliation of warehouses.
Accountable for Materials, Warehouse, Inventory Logistics and Stock Control operations.
Managing the entire Warehouse facility for Operation and Project Materials 
Inventorying existing materials and tools. 
Ensuring that all materials are received, stored and issued in a safe and secure manner in line with procedures .
Checking all materials received against Purchase or Service Orders and issuing Goods Receipt Notes.
Preparing Material Inspection cum Rejection Notes/ Identification Tags & advising the Materials Management.
Updating the Inventory database with all receipts and Issues of materials.
Supervising the contract/ sub-contact labors  to ensure that work is carried out as required and in a safe manner.
Verifying and signing off on the timesheets of labor, cranes transport used at the field location.
Generating and reviewing appropriate Forecast Management Reports to ensure that well requirements are met.
Liaising with or act as logistics coordinator to support timely delivery of goods to appropriate destinations.
Producing accurate tracking report for all rented and purchased plants and tools.
Providing daily support to vendors to ensure safe and efficient delivery of materials.
Responsible for ensuring that field laborers and equipment operators carry out duties in compliance with company’s EHS policies and procedures.
liaising with customers, suppliers and transport companies;
planning, coordinating and monitoring the receipt, order assembly and dispatch of goods;
using space and mechanical handling equipment efficiently and making sure quality, budgetary targets and environmental objectives are met;
having a clear understanding of the company's policies and vision and how the warehouse contributes to these;
coordinating the use of automated and computerised systems where necessary;
responding to and dealing with customer communication by email and telephone;
keeping stock control systems up to date and making sure inventories are accurate;
planning future capacity requirements;
organising the recruitment and training of staff, as well as monitoring staff performance and progress;
motivating, organising and encouraging teamwork within the workforce to ensure productivity targets are met or exceeded;
producing regular reports and statistics on a daily, weekly and monthly basis;
briefing team leaders on a daily basis;
visiting customers to monitor the quality of service they are receiving;
maintaining standards of health and safety, hygiene and security in the work environment, for example, ensuring that stock such as chemicals and food are stored safely;
overseeing the planned maintenance of vehicles, machinery and equipment.

Worked in Hellmann Worldwide Logistics, Abu Dhabi as Operation Executive for Export / Import Coordinator from May,2008 to December 2008.

RESPONSIBILITIES 

My most recent position has provided me with as a leader of team of 05 members who are responsible for following: -

· Receiving the shipping Order from the Marketing Team
· Communicating with the Loading port for the Documents (Bill of Lading, Invoice  Packing List and Certificate Of Origin)
· Follow up with the shipments
· Taking the Delivery order from the shipping line.
· Preparing the Sub Delivery Order 
· Arranging for Clearance from the port 
· Arranging for Transportation
· Receiving Booking from the Marketing Team for Export.
· Communicating with the shipping line for the Etd of the Vessel
· Arranging the Transportation for pick up the goods from the customer
· Preparing the Manifest for Export Booking
· Follow up with the shipment for sailing details and also for the BL Draft with the shipping line
· Giving the OBL to the customer
Worked as Shipping Documentation (export & Import)  for Balaji Shipping (U.K.) Ltd in 
Al Barrak Shipping Agencies Company Ltd. Dammam, Saudi Arabia, From 2005 May. to 2008 Jan. 

RESPONSIBILITIES
· Preparing the Loading List for the Loaded Vessel
· Sending the Docs for the respective Port.
· Preparing the Bill of Lading 
· Receiving the docs for the Import Container from the respective Ports.
· Submitting the import manifest to port as per the loading list
· Updating the System
· Principal correspondence
· Send and received e-mails. 
· Daily B/L collection and o/standing report.

· Correspondence with satellite offices, principal and other ports agents.

· Data input in Ms Excel.

· Provide specific focal point for customer enquiries and bookings

· Input customer bookings within booking system

· Cancellation of bookings within booking system

· Amend bookings in line with customer requirements within booking system

· Handle all customer service amendments / queries / complaints

· Identifying any challenges arising with customers and to assist with a resolution where appropriate to improve service levels

· Crosscheck containers with load list

· Answer customer queries in relation to export documentation

· Receiving & processing internal & external e-mail’s doc.

· Relationship building with appointed customers

· Receiving & processing customer bookings, input into internal systems, arranging out of gauge and hazardous acceptance where necessary

· Communicating effectively via telephone, email, fax & internal systems

· Active involvement in an training provided

· Build strong relationships and maintain proactive contact with customers.

COMPUTER CERTIFICATIONS COURSES

Advanced  Diploma in Computer  Hardware & Networking
ACADEMIC QUALIFICATION
       B.com

MBA (Supply chain Logistics)
Microsoft Certified Professional (MCP)  

Cisco Certified Networking Associate (CCNA)
SOFTWARE SKILLS

Operating System
:  DOS, Windows 95/98 & Windows NT 4.0/2000, Windows XP

Networking O S
:  Windows NT 4.0, 2000 Server, Professional, Linux, Novel     Netware, SQL Server.

Packages                   :  Adept Finance, Microsoft Dynamic NAV,                                                                                                  

                                          MS Office 2000, Adobe Photoshop.
