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JOB APPLICATION                                                                                                 
To

The HR Manager

Subject: Job Application

Dear Sir,

I, Shahul  having total 9 year experience as Purchase Officer in Building Construction and structural steel fabrication, Fit out work Industry in UAE, currently seek a challenging Purchase Officer position in your esteemed organization. I would like to submit my resume for your kind perusal.  

Please consider this letter as an expression of my sincere interest in pursuing the vacancy in your prestigious organization.

I would like to have opportunity to talk to you about my background and the areas in which I can benefit your organization.

I look forward to hear from you.

SHAHUL 
Career Objective:

To be the part of a team of hi-calibre professionals for challenging new assignments and responsibilities, thus sharpening my own professional skills, while at the same time, contributing my best to the overall development of the organization.

Professional Experience  

ILYAS & MUSTAFA GALADARI CONTRACTING LLC
Dubai - UAE
(February 2016– Present)

Purchase Officer (Reporting to Purchase Manager)

Key Deliverables:

· Receiving, reviewing & assessing all purchase requisitions, floating inquiries to potential & right suppliers gathering complete Quotations & Preparing Comparative Statement to finalize the orders in time.
· Organize, supervise, coordinate and monitor the assigned project procurement activities and personnel at the various stages of work, as well as take the appropriate measures to ensure that the entire project procurement cycle is on schedule and within the budget and in accordance with head contract requirements.
· Weekly, monthly & quarterly planning & scheduling purchase requirements of all industries. 

· Coordinating closely with Project managers, engineers & suppliers to ensure right & correct specifications of items, machineries and equipment’s are finalized to order.
· Close coordination with division stores, managers & suppliers scheduling & organizing timely deliveries of goods to avoid delays in site progress.
· Forecasting & analysing market situations for future availability of goods or in case of market shortages closely ascertaining alternative sources of supply to avoid production delays.
· Coordinating with finance dept. for processing timely payments for Credit and cash purchases or timely processing of L/Cs for international Purchases.
· Ensure, monitor & evaluate all the documents raised are correct and duly signed by authorized signatories & goods receipts raised are correct against deliveries and tallying current physical inventory also ensure purchase requisitions are raised in time and cross check final purchase orders to avoid errors and omissions..

· Making recommendations & advising senior management on purchase issues.
· Dealing professionally & smartly with vendors for acquiring best cut prices.
· Extensively reading market history for all purchases, comparisons & short listings vendors with best competitive prices & delivery structures.
· Maintain complete updated purchasing records/data and pricing in ERP
Project Handled: 

· IMG World of Adventure at City of Arabia, Dubai (Civil & Structural, Fit out Work)
· Construction of  269 Villas  at  City of Arabia, Dubai (Civil & Structural, MEP, Fit out Work)
AL NASSER GENERAL CONTRACTING LLC
Abu Dhabi - UAE
(December 2013– December 2015)
Purchase Officer (Reporting to Contracting Manager)
Key Deliverables:
· Prepare RFQ to suppliers/service providers & get the required quotations.

· Conduct simple negotiations with suppliers as required and as per the delegation of authority prescribed by Orientals
· Issue a Purchase Order or a Purchase Contract in a manner that meets the relevant procedures, guidelines and checklists.
· Ensure that delivery of material / services results to quality, cost and time targets and ensure all relevant procedures and instructions are observed.
· Plan and manage inventory levels of materials or products.
· Source for new parts, suppliers or sub-contractors when the need arises.
· Monitor and co-ordinate deliveries of items between suppliers
· Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts
· Execution and monitoring of all regular purchasing duties.
· Maintain complete updated purchasing records/data and pricing in ERP
Project Handled: 

· 8 Villa Project – Khalifa City “A”, Abu Dhabi (Civil & Structural, Fit out Work)
· 4 Villa Project – MBZ City, Abu Dhabi (Civil & Structural, Fit out Work)
· Al Rahba Villa – Al Rahba, Shahama, Abu Dhabi (Civil & Structural Work)
GULF TURRETS, Dubai - UAE
(February 2012–October 2013)
Purchase Officer (Reporting to Purchase Manager)
Key Deliverables:
· Responsible for Order Placement Timing, Supply / Demand Alignment, Material Replenishment and Supplier Performance.

· Continuously monitoring, evaluating and improving supplier performance.

· Sourcing the most affordable materials for the company’s manufacturing process.

· Projecting stock levels.

· Reviewing tenders and bids.

· Controlling the purchasing budget.

· Monitoring delivery times to ensure they are on time.

· Ensuring the adequate supply of all required materials, components and equipment.

· Delivering cost savings for the company.

· Managing the procurement supplier relationships for the company.

· Developing sourcing strategies.

· Managing commodity cost initiatives.

· Regularly contacting suppliers to renegotiate prices.

· Resolving disputes and claims with vendors and suppliers.

· Keeping all supplier programs current and accurate.

· Involved in selling off excess, damaged and inventory and stock.

Project Handled: 

· ETISALAT – Installation of  Telecommunication & Monopole Towers
· Zayed Military City, Abu Dhabi (Maintenance & MEP Work)

· Bright Point Hospital, Abu Dhabi (Civil & Structural Work)
· Life Line Hospital, Al Quoz, Dubai (Civil & Structural Work)
BLUE SKY MIDDLE EAST CONTRACTING L.L.C, Dubai, UAE    



          (August 2008–February 2012)
Purchase Officer (Reporting to Administration Manager)
Key Deliverables:

· Floats RFQ to suppliers/service providers & get the required quotations.

· Negotiate with suppliers to get the best prices.

·  Evaluate the quotes commercially & select the best offer.

·  Issue purchase order to the successful supplier & follow up for the delivery of materials.
· Follow up Supplier’s payment with financial department
· Prepare the monthly procurement report.
·  Prepare for & attend the monthly procurement meeting with management & other   departments.

· Co-ordination with Quantity Surveyor for the Materials Submittals and Tender quotes.
· Arrange the Third Party Inspection for Site Plant & Equipments (Claymore, TUV)
· Handling part of Admin works
Project Handled: 
· Dubai Mall – Dubai (Fit Out Work – Shopping Complex)

· JW Marriott Marquis Hotel – Business Bay, Dubai (Block Work – 77 Storey  Twin Towers)

· Abu Dhabi Golf Club – Abu Dhabi (Block Work – G+4)

· Mubarak Villa  - Khalifa City, Abu Dhabi (Structural – G+1)

· City of Lights - Al Reem Island, Abu Dhabi (Block Work )
Education Qualification & University
· Banking Management Degree from The New College, Affiliated to University of Madras as sign in BACHELOR OF COMMERCE

COMPUTER PROFICIENCY

Operating System 

: Windows 95/98/2000/XP/ME

Package

:  Ms Office, Tally 7.2
EXTRA QUALIFICATION
· Diploma in Office Automation (2006-07) from CSC Computer Education, Chennai
· Tally 7.2 (2006-07) from CSC Computer Education, Chennai
· ERP (By Working Knowledge)
· Typewriting Lower (English)
Professional SUMMERY  

· Excellent team player

· Goal oriented approach to work

· Have the Ability to overcome any obstacle, Whether it is the technical challenge or any           Challenge associated with rapid growth and moreover blessed with high degree of patience

· Punctual, Committed, Determined, Hardworking and friendly graduate

· Comfortable in talking to people and good listener

· Sound understanding of work environment and delivery

· Ability to produce high quality results in an environment of constant change

· Good communication skills
Personal INFORMATIONS  

Gender
:
Male

Date of Birth
:
14-11-1985
Religion
:
Muslim

Nationality
:
Indian

Marital Status
:
Married 
Issue Date
:
31/12/2015
Expire Date
:
30/12/2025
Employment Visa Status
:
Expires on 24/02/2018 
Driving License
:
UAE Driving License (Automatic)
Linguistic Abilities
:
English, Hindi, Tamil, Malayalam
DECLARATION

I hereby declare that all the information furnished above is true to the best of my knowledge

Sincere thanks for scanning my resume.
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