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                          CURRICULUM VITAE
Seema

Seema.371445@2freemail.com  
Objective :
To be good part in the growth & development of a professionally managed and growth friendly organization being designated to explore my utmost skills and abilities for the very best of the organization.

Key of Success

Good ethics, moral values, leadership, teamwork and inner drive for continuous   improvement.

Profile :
· Self-motivated and responsible at working in fast paced environments.

· Confident and poised in interactions with individuals at all levels.

· Detail orientated, able to do multi-task effectively, Excellent communication skills both written and oral.

· Skilled organizer and problem solver with the ability to consider all options before making a decision.
Educational Qualification :
· M.A. (Economics) from Dr.B.R.A.University, Agra in 2000-2002.

· B.A. (Hons.) from Dr. B.R.A.University, Agra in 1993-96. 

Professional Qualification :
· Office Management (Basic- 6 months course),

· Tally (3 months course) from Learning Point computer Center, Aligarh-India, in 2006-07

· Web Site Designing (HTML, JAVA SCRIPT, DREAMWEAVER, FLASH) from ARENA MULTIMEDIA (INDIA) in 2007.

WORKING EXPERIENCES :
Working with M/s. Amana Contracting & Steel Buildings as Purchase Officer from Jan 09, 2016 to till date.
Projects Detail:

J-175- Dubai District Design @ Business Bay, Dubai. 

J-179- EMAL’s Gate Access and Parking @ Abu Dhabi.
J-180- EMAL-Spent Pot Lining (SPL) Building @ EGA TAWEELAH SITE.

J-403- Dry Port Warehouse Up gradation @AL AWEER, Dubai U.A.E

J-404-ARAMEX DLC FACILITY EXPANSION, Dubai.
J-405-Construction of MY CITY CENTER, AL BARSHA, DUBAI.
J-406- Deira International School Extension Phase 2 – Design & Construct Additional

           Classrooms, Gymnasium, Swimming Pool & Clinic, Dubai.
 Job Profile :
· Reviews and approves purchase order, placement of purchasing assistants and   buyers for accuracy and optimum delivery and pricing.

· Develop and implement purchasing and contract management instructions, policies, and procedures.

· Negotiating and supervising supply contracts and formulating policies with suppliers.

· Review, evaluate, and approve specifications for issuing and awarding bids to suppliers. 

· Liaison with other departments, particularly the accounting, manufacturing and stock departments.
Worked with M/s. Emirates Contracting Co. LLC as Purchase Executive and Acting Coordinator of Personnel Department from October 20, 2013 to January 03, 2016.

Projects Detail:

1. J#2094 B+G+6+GYM Comm./Res. Bldg. on plot no. 3730392 @ Al Barsha  1st, Dubai. 
2. J#2093 B+G+6+ Comm/ – Res. Building on Plot No. 3730459 @ Al Barsha 1st Dubai 
3. J-228- 2B+G+M+4. /Res. Bldg. on plot no. 123-1161 @ Al Muteena, Dubai.
4. J-224- : G+1 Residential Villa on RN -010 @ Dubai Land , Dubai.
Job Profile :
· Review purchase order claims and contracts for conformance to company policy.

· Meets with vendors to negotiate improved pricing, product quality, and delivery.

· Maintaining the purchasing policy and ensuring that all purchases adhere to it. 

· Choosing the suppliers that the company will deal with and maintaining the legal interaction with them.

· Overseeing all large procurement that may happen.
· Conducts meetings, prepares and presents reports, and provides information to identify purchasing requirements, establish business plans and performance objectives, and report performance against plan and business objectives.

· Providing updated information to P.R.O above 1000 Employees work permit, Visa and medical etc.

· Responsible for the Passport Handled AED 200,000(+) Petty Cash for  all Construction sites &  Personnel Department  (P R O Department).

· Responsible for the Passport, file and records of employees and Personal Staff.

· Preparation and maintenance of Leave documents of the staffs and other labors.

Worked with M/s.  Prime Tankers LLC, (Shipping Company - Bitumen & Fuel Oil Tanker) – As an Executive Secretary   Cum Crew Manager from January 23, 2010 to October 3, 2013.

Job Profile :
· Screens incoming calls/correspondence and respond independently.

· Maintaining the log of incoming and outgoing documents and systematic filing system.

· Scheduling appointments & conferences, recording minutes of the meeting and organizing details of travel.  

· Prepare agendas, letters & materials (including compilation of reports/data) for meetings.
· Liaison with crew agents in various country (Like India, Pakistan, Bangladesh, Philippines & China) regarding crew requirement for Ships. 
· Independently handling of routine activities like checking crew documents , self-correspondence, preparing contracts for crew, visa arrangements, hotels & airline bookings for sign on crew 

· Co-coordinating with ship agents as regards on signing / off signing of crew and accordingly prepares LPO’s.
· Coordination with accounts department to arrange the salary for Sign off crew and arranging airline booking etc. 
· Receiving Provision supplies requirement from the chef cook & Capt. Of the vessel.
Worked with M/s. Dar Ul Dunia Real Estate, Dubai as a Sales Coordinator/Office Secretary from January 2009 to December 2009.
 The role of a sales coordinator is to take and process quotation requests from customers, actively seek the conversion of inquiries to orders and act in a customer service role between our production staff / service staff and customers.
Job Profile
· Calling to customers for finding the available property in market.

· Schedules Appointments, Screens incoming calls/correspondence and respond independently.

· Coordinate & arranges meetings/conference, To maintain good relations with the customers.

· Maintaining management & customer personal files, Liaison with new customer regarding investment in properties.

· To process enquires by phone, fax, email and personal visit in relation to company business.

· Solving problems by liaising with other staff and the customers, Meeting customers on our premises to discuss their requirements.

· Prepare agendas, letters & materials (including compilation of reports/data) for meetings.

· Establish work procedures and schedules and keep track of the daily work of clerical staff.

· Operate electronic mail systems and coordinate the flow of information both internally and with other organizations.

Worked as a Teacher in INDIA

Ayesha Tarin Modern Public School, ALIGARH (INDIA)- Primary Teacher (Hindi), 2004 to 2008.
Responsibilities

Reported to the Principal

Taught Hindi, G.K, Moral Science, subjects of Grade-3rd to 5th of CBSE 
Curriculum.
Pooja Public School, ALIGARH- (INDIA)- Primary Teacher, 2003 to 2004. 
Responsibilities

Taught various subjects of Grade- 1st to 5th of ICSE Curriculum.
Shri Guru Nanak Dev Primary School, ALIGARH (INDIA)- Primary Teacher, 2001 to 2003.
Responsibilities
Taught various subjects of Grade- 1st to 5th of CBSE Curriculum.
Additional Skills

· Practical working knowledge of Ms-Office 2003 Professional Version (MS Word, Excel & PowerPoint, etc.).

· Strong negotiation & presentation skill. 

· Strong problem solving and analytical skill. 
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