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                Amandeep

Amandeep.373026@2freemail.com                                                     
               
Career Objective:


To be good professional ready to take challenge with full responsibility seeking a career in organization having an environment that encourages continuous learning and provide explores in the field of my interest. So as to achieve professional and personal growth along with the organization


Personal Profile:      
· Open to new ideas and works well with people from different nationalities.

· Have strong analytical and problem solving skills.

· Works well under pressure, as well as under minimal supervision.
Work Experience

Procurement Executive

Sharaf HQ Investment LLC, Dubai   

14.09.2015 to 12.10.2017

Responsible for working closely with the selected supplier and managing the company’s procurement activities. Making sure that the purchasing department works within all of the companies Operational Procedures.

Responsibilities

· Estimating and establishing cost parameters and budgets for purchases

· Maintain accurate records of purchases and pricing

· Create and maintain good relationships with vendors/suppliers

· Making professional decisions in a fast-paced environment

· Maintain records of purchases, pricing, and other important data

· Review and analyze all vendors/suppliers, supply, and price options

· Develops plans for purchasing equipment, services and supplies

· Negotiate the best deal for pricing and supply contracts

· ensure that the products and supplies are high quality

· Create and maintain inventory of all incoming and current supplies

· Maintain and update list of suppliers and their qualifications, delivery times, and potential future development

· Working with team members and Procurement Manager to complete duties as needed

· Evaluate vendor’s quotation to ensure that they are in line with the technical and commercial specifications required for the project.

· Advise internal and external on issues regarding purchasing Terms & Conditions.

· In charge of daily operational purchasing needs such as planning, issuing and following up on Purchase Orders delivery schedules.

· Resolve supply, quality, service and invoicing issues with vendors.

· Evaluate supplier performance based on quality standards, delivery time & best prices and ensure all the criteria are met according to the organizational requirements and expectation.

· Finalize purchase details of orders and deliveries

· Collaborate with key persons to ensure clarity of the specifications and expectations of the company.

· Control spend and build a culture of long-term saving on procurement costs

                Requirement

· Talent in negotiations and networking


Work Experience
Accountant

Sharaf Retail LLC, Dubai   

08.03.2009 to 28.08.2015
Responsible for providing an efficient and professional accountancy service to colleagues, managers and   supervisors to facilitate the efficient operation of the office & establishing and maintaining an effective document control systems. Expert in oracle.

REPORTING TO:-

· Finance Manager & CFO
Responsibilities:-

SALES REPORTS & BRCT
· Sales updating on the daily basis 

· Sales day end posting 

· Teller summary checking and proper filing

· Sales reconciliation monthly 

· Bank Receipt entry, credit card entry and manual Journal Voucher entry

· Sales uploading by oracle software

CASH HANDLING 
· Office Petty cash & Store petty cash handling

· Receiving the invoices & updating in the system

· DSR updating on the daily basis

· Bank payment entry as per require 

· Cash control sheet maintaining on the daily basis

· Sales debit/credit note entry in oracle 
Academic Qualifications:
      


· High School (10) from Punjab School Education Board (India).

· Senior Secondary (10+2) from Khalsa High School Punjab Board (India).

· Bachelor of Arts from Guru Nanak Dev University, Amritsar 2006 (India).

Professional Qualification:

           Post Graduation Diploma in Computer Application from G.N.N.B College 2007(India).

Software Knowledge 
Oracle 
Worked in oracle from 2009 to 2015
SageX3

Worked in Sage from 2015 to 2017
Strength:
· Accommodative personality, life time learner

· Honest, Commitment of work

· Believe in team work

· Able to communicate with people effectively and efficiently

· Fast learner, hardworking, active and adaptable

· Dedication to work

 Languages:  
     English:       Excellent

     Hindi 
:         Excellent
Personal Details:

      Gender 
:
Female

      Date of Birth
:
19 march, 1985
      Marital Status:
Married

      Nationality      :    
Indian


      Visa Status
:
Employment visa

References:

     Professional and Personal References will be provided on request.


