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PROFILE: 
Qualified MBA professional having around 5 years’ Experience in Purchase Field, currently working as Purchase Officer with Pivot Engineering & General Contracting Abu Dhabi, U.A.E.
OBJECTIVE:

To utilize my experience and purchase knowledge for the betterment of a well reputed and growing organization. 
PROFESSIONAL EXPERIENCE

PURCHASE OFFICER

DECEMBER 2016 to JULY 2017

Pivot Engineering & General Contracting, Abu Dhabi, U.A.E.
RESPONSIBILITIES: 

· Floating the Job in Hand & Job in Tender Stage Enquiries with coordination of Procurement Engineer.

· Raising the PR in the ERP System as per the approved Material. 

· Preparing the PO after approval of the quotation from the Senior Management as per the approved Material.

· Preparing the Comparison Sheet / Bid Tab after getting quotations from the specified / non specified vendors. 

· Negotiating for the better discount and better payment terms.

· Preparing the weekly monthly report for the submission to the Senior Management for review.

· Chasing the Supplier for the Scheduled Delivery.

· Following up with the Site for Material Request as per the approved Baseline Program.
· Maintaining Good relationship with the Stack Holders.
· Arranging the kick off meeting with the Vendor and the Senior Management for finalization deal. 
· Before ordering New material checking with the Central & Sites Stores for the Stock Availability.
· Before the ordering any material having look over the Take Off and Ordered Quantities provided by the Concerned Engineers. 
· Obtaining Material Submittal & forwarding same to the Technical Engineer for his review and submission.
PURCHASE OFFICER
June 2015 to November 2016
Haydon Mechanical & Electrical Contractors, Abu Dhabi, U.A.E.
RESPONSIBILITIES: 
· Floating the Job in Hand & Job in Tender Stage Enquiries with coordination of Procurement Engineer.
· Raising the PR in the ERP System as per the approved Material. 
· Preparing the PO after approval of the quotation from the Senior Management as per the approved Material.
· Preparing the Comparison Sheet / Bid Tab after getting quotations from the specified / non specified vendors. 
· Negotiating for the better discount and better payment terms.
· Updating weekly & Monthly PO / PR registers
· Preparing the weekly monthly report for the submission to the Senior Management for review.
· Chasing the Supplier for the Scheduled Delivery.
· Following up with the Site for Material Request as per the approved Baseline Program.
· Maintaining Good relationship with the Stack Holders.
· Arranging the kick off meeting with the Vendor and the Senior Management for finalization deal. 
· Updating all the incoming and outgoing Materials, keeping eye on the Site & Central Store.
· Before ordering New material checking with the Central & Sites Stores for the Stock Availability.
· Before the ordering any material having look over the Take Off and Ordered Quantities provided by the Concerned Engineers. 
· Preparing critical items tracker as per the Site Situation.
· Obtaining Material Submittal & forwarding same to the Technical Engineer for his review and submission.
PURCHASE OFFICER 

March 2012 to January 2015 (2 Years & 11 Months)
Sinyar Electro Mechanical  Works LLC
RESPONISIBILITIES:
· Prepare Procurement Strategy and detailed Procurement Program for assigned projects in consultation with PM and ensure accomplishment of projected procurement activities with the established schedule.
· Manage the work of procurement/task force, for related projects including Purchasing, Expediting, Inspection, Traffic and Logistics.
· Manage the purchasing process from receiving MR issued by Engineering, issue Enquiry to the approved bidders as per the project vendors list, receive bids, commercial evaluation and issue the purchase orders to the successful bidder.
· Liaise with respective Project Managers/Project Teams, and participate in Planning, Controlling and coordinating on matters related to Procurement in conformity with the Procurement Procedure.
· Arrange and attend Technical/Commercial Clarification Meetings and obtain Technical / Commercial Clarifications from Bidders. Check/initial all correspondence related to his activities within and outside the Company.
· Obtaining Material Submittal & forwarding same to the Technical Engineer for his review and submission.
ACADEMIC QUALIFICATION:
     2010
 MBA (Marketing) from Uttaranchal Institute of Management Dehradun 
                          Uttar hand India. 
     2008            B. Com from CCS University, Meerut, India.
     2005             Intermediate from C.B.S.E Board India.

     2003             High school from C.B.S.E Board India.
IT CERTIFICATION:
· Well versed with SAGE ERP System using at Haydon to manage all the Company Record.

· Computer Skills: well versed in software packages i.e. Windows & MS Office.
· Six Months diploma in Basic Computer from NIIT, Meerut.
PERSONAL DETAILS:
      Age:


29 Years.  

      Linguistics:

            English, Hindi and Urdu  

      Marital Status:

Single

      Nationality:

            Indian

      Gender:


Male
      Driving License:

Valid Driving UAE – (Manual – Sharjah Emirate).
