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 Shanthi 
Shanthi.369096@2freemail.com 
OBJECTIVE
I desire to join as Purchase/Procurement Executive, company that has vision for growth and advancement. I have extensive years of experience and knowledge at senior capacities, which I believe would be an asset to an organization that aims for progress. In the long term, I aim to reach my full potential and further my growth with your team that will factor in the firm’s advancement.
AREAS OF EXPERTISE
· Business Development 

· Project Controls 

· Team Building

· Estimating & Proposals 

· Budgeting / Cost Control 

· Team Leadership

· Contract Negotiations 

· Planning & Scheduling 

· Compliance

· Risk Assessment 

· Project Analysis 

· Efficiency Improvements
· Quality Assurance 
· Health & Safety 

· Marketing 

· Resources Management 

· Problem Solving 
· Account Management
EDUCATION

M. B. A. - Master of Business Administration (Finance) 




 2003 - 2005

MSNM Institute of Business Administration, Mangalore, India
B. B. M. – Bachelors of Business Administration 





 2000 - 2003

St Aloysius College, Mangalore. India
D. E & C. E. - Diploma in Electronics and Communications Engineering 

                  1995 - 1998

Karnataka Board of Technical Education, Mangalore, India

M.A. – Master of Arts in Literature 






 2007 - 2009
Mysore Open University, Karnataka, India
PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS
Eagle Industries DWC-LLC, Dubai, UAE
(GSE manufacturer)




 April 2011-Till date

Purchase Incharge
· Sourcing for materials at local/international market;
· Sending material enquiries to suppliers (Local and international);
· Receive quotations, review the quotations and prepare purchase order;
· Opening LC for foreign suppliers and all documentation for LC;
· Independent correspondence with suppliers (Local and International);
· Receive proforma invoice/Invoice: coordinate with accounts department for preparing payments;
· Follow up for receiving the materials on time;
· Follow up and arrange for consignment process till the shipment delivered to final destination;
· Verifying stock reports and maintaining Inventory information, maintain safe stock level;
· Independent handling of accounting procedures of purchase & sales ledger entries, preparing purchase orders;
· To schedule and confirm appointments for department personnel and arrange and coordinate meetings;
· Responding to various queries from top management, head of departments and employees;
· Monitoring of yearly renewals of trade license, insurance, office and  building rental agreement, vehicle registration and other accreditations;
Emrill Services LLC, Dubai, UAE

July 2010-Jan 2011

              
Executive Customer Service Co-ordinator 
· Generate operational and customers reports that help the company achieve its target as well as  identify reasons 
for in-complete customer queries;
· Maintain and control the customer complaints log and implement correction action in a timely manner;
· Provides customer support for all company’s clients including cash and credit transactions;
· Takes orders and other requests for service and dispatches line service personnel to act on the same;
· Conducts routine inventories of stock and other equipment and supplies;
· Deal with customer and client queries politely and intelligently;
· Enter data into database using current company operational systems;
· Capture payments and process the same into database correctly;
· Assist sales and marketing department in handling front line inquiries and divert customers to the right staff; 
Agasthya College of Management Studies, Mangalore, India

June 2006- May 2009
Lecturer

· Worked as Lecturer, for the subject of Finance and accounting; 

· Guiding on academic project;
SKILLS & OTHERS
Proficient in:

· MS Office Package User i.e. PowerPoint ,Word, Tally 7.2
· Operating system XP and VISTA
· ERP-Exact
Skills:
· Excellent verbal, written and communication skills.

· Accounting and administrative works.

· Ability to work as team member or individually.   

· Ambitious, hard working and quick learner.

Fluent in: 

· English, Hindi, Kannada (Written - Spoken)
PERSONAL

Date & Place of Birth
: 
28 Mar 1978
Nationality

: 
Indian 

Marital Status

: 
Married 

REFERENCES
Available upon request.
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