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NAME:
Shankar 
DATE OF BIRTH:
16th April 1961
SCHOOL ATTENDED:
Wesley College, Colombo-9, Sri-Lanka.
EDUCATION:
Higher National Certificate of Education (HNCE) – 1979
OTHER

QUALIFICATIONS:
Proficiency in Computer (Microsoft Word and Excel).
EMPLOYMENT EXPERIENCE:
Approximately Twenty Six (26) years of experience in Kingdom of Saudi Arabia.
1.
Royal Commission for Jubail and Yanbu


Directorate General at Yanbu


Yanbu Al-Sinaiyah, Saudi Arabia



Period: August1992 to May 2016


Position: Senior Buyer / Procurement Specialist


Employment and Responsibilities:




Employed under Royal Commission Supply Management Department, Yanbu. Duties include: Review of Purchase Requisitions consisting Description/Specification of Material, Job Orders with Delivery & Installation, Minor Work Projects for Construction Jobs to be Purchased/Performed. Procurement is made under competitive basis by inviting registered and potential bidders. Selection of such bidders are based on End-User requirements. Preparation of Request for Quotation (RFQ) for each selected bidder with relevant government terms and conditions and ensure all RFQ’s are dispatched on sealed envelopes. Direct follow-ups are made with invited bidders for their respective bids to make sure the receipt of maximum bids. After Bid Opening and review of received bids, Substitute/Alternate items, if offered by bidder/s, Engineers/Technical Teams of respective End-Users will be invited for “Technical Evaluation”.
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                        Based on the Technical Evaluation Report and Commercial Evaluation of Bids, the vendor to whom a Purchase Order will be awarded will be selected. In the Best Interest of Royal Commission, Negotiations will be made with the respective vendor focusing on requested Technical Requirements,  Maximum Discounts and Improved Delivery/Completion Periods.
Thereafter, a Purchase Order package is prepared in favor of the selected vendor which shall be approved by respective Authorized Approval Authorities, based on Total Purchase Order Values. Simultaneously, the said Purchase Order will be forwarded for approval from the same Authorized Dignitaries on Oracle System. Once the Purchase Order is approved by the respective authorized authority, it will be sent to vendor for their acceptance. After receipt of Purchase Order duly accepted by Vendor, Follow-Ups will be made with concerned Vendor to Expedite Delivery/Completion of Job. After Delivery of Awarded Material/Job Completion and acceptance by Royal Commission with relevant documents such as Site Turn Over, Receiving Report of Materials, Initial Acceptance, Final Acceptance and Job Completion Reports, Vendor Invoice with copies of valid Government Documents will be submitted to the Royal Commission Finance Department to process payment. All these activities are based on “Standard Government Procurement Procedures”.

Additional Responsibilities: 



Acting Section Manager for Contracting or Warehousing, in the absence of respective Section Managers.



Responsibilities:




Contracting: Supervising all activities of Contract Administrators and Supporting Staff which includes Pre-Award to Post Award, attending Bid Openings and meetings with Contractors at all stages of Award.




Warehousing: Supervising all activities of Supervisors, Foreman’s and Warehouseman’s consisting of approximately 60 workman. Warehouse
functions include Receiving, Issuing, Documenting, Handling and Storing of Spares, Equipment’s, Materials and Supplies procured by Procurement Section. 



Ensure proper implementation of procedures and Random checking of the physical stock.    
2.
Dynarabia Company Limited, Yanbu.

Royal Commission Contractor for Purchasing & Warehousing Department


Purchasing Section


Yanbu Al-Sinaiyah, Saudi Arabia


      Period: February 1989 to August 1992


Position: Buyer / Senior Buyer


Employment and Responsibilities:




Employment was with Dynarabia Co. Ltd., Yanbu. Duties included: Review of Purchase Requisitions, preparing Request for Quotation (RFQ), preparing Abstract of Vendor Quotations after Bid Opening and preparation of Purchase Orders. 
3.
Brown & Co. Ltd., Colombo, Sri-Lanka.

      Period: March 1982 to December 1989


Position: Accounts Assistant


Responsibilities:




Maintaining nine (09) bank accounts including bank reconciliation. Negotiating with banks for Trust Receipt (TR) Loans and handling Letter of Credit (LC) work for all imports. Coordinating with IT Department to maintain Double Entry     Book-Keeping and Accounts. Coordinate between Chief Accountant and IT Department to process required Journal Entries. Coordinate with Auditors during finalizing accounts at the end of Financial Years.
