C U R R I C U L A M   V I T A E
ANSARI

Ansari.374012@2freemail.com
Carrier Summary: My vast 22 years’ experience as “Procurement / Stores & Administrative jobs” has been gained in UAE / Qatar / Saudi Arabia & Oman by working in reputed land mark projects. (Visa Status – On Visit Visa)
Work Experience:
Organization

:
M/s. Salem Mohiyaddin Bin Saif - (Location – Oman – Field – Building Materials)


Designation&Duration
:
Store Manager - (January - 2017 June - 2017.)


Organization

:
M/s. ABV Rock Group - (Location – Saudi Arabia – Field – Construction)


Project


:
MOI – Security Forces Medical Center - Riyadh
Designation&Duration
:
Senior Supervisor Procurement - March - 2016 to December - 2016)

Organization

:
M/s. Sepam - (Location – Qatar – Field – MEP)


Project


:
New Doha International Airport – Airport Staff Access Control Facility
Designation&Duration
:
Procurement Officer (April - 2013 to December– 2015)


:


Organization

:
M/s. CFE Middle East - (Location – Qatar – Field – Construction)

Project


:
Kharama Substation Ezdan&Gharafa Mall & Doha North Sewage Water Tank.
Designation&Duration
:
Procurement Executive (April - 2011 to March – 2013)
Achievement:

· Achieved considerable savings upto 10% from the allocated Procurement Budget.

· Managed Suppliers & Contractors during the period of Company’s Bad Cash Flow and Delivered Project Materials / Services. 

Responsibilities:

· Price determination by means of Comparison Statement
· Contract Agreement Process &Purchase Order creation

·  Inventory Control
· Vendor Evaluation Process

· Initiate local or alternate sourcing activities.

· Supplier Analysis and Negotiations.

· Drive cost reduction activities.

· Planning and arrangement of Material Delivery Schedule, Heavy Equipment Machinery and all kinds of Power tools.
· To support and arrange the vehicle depends on requirement and request.
· All the vehicles and machineries maintenance.


Organization

:
M/s. Spacio Designs Private Limited
(Location – Chennai - Field – Interior Design)

Project


:
Hilton Hotel.
Designation

:
Purchase Executive.
Duration


:
June - 2008 to February– 2011.

Organization

:
M/s .Obayashi Corporation
(Location – Dubai – Field – Construction)


Project


:
Dubai Metro Rail - TBM Department
Designation

:
Purchase Officer.
Duration


:
March - 2006 to April – 2008.
Responsibilities:
· RFQ and finalizing the order by comparison statement.

· VendorManagement.

· Preparing necessary supporting documentation to obtain client’s approval.

· Negotiating documents and preparing procurement modification.

· Maintaining and updating supplier’s lists with product range.

· Expediting outstanding orders with vendors & updating the progress.

· Advising users concerning status of nil stock/demand items.

· Inventory Control and nil stock monitoring
· Preparing weekly nil stock progress report for management information

· Maintaining a record of enquiries received from the users and the action taken.

· Acquiring emergency requirements by alternative vendors to cover immediate needs.

· Coordinates and resolves problems with end user departments and suppliers.

Organization


:
M/s. Al Sahel Contracting Company– (Al Naboodah Group of Company)
(Location – Dubai – Field – Construction)

Project



:
Multiple High Rise Tower

Designation


:
Store Keeper.
Duration



:
January - 2004 to April – 2005.

Responsibilities:

· Receiving material as per purchase order released for quantity as well as quality.

· Issuing materials as per the SRF's given by Engineer's / Foremen for various sites.

· Maintaining "FIFO" system to take care of shelf life of the items stored.

· Releasing indent for shortfall items in store and follow up with purchase for getting the materials in time to avoid any crisis.

· Maintaining ROQ & MOQ as per consumption pattern to check the inventory at bar minimum.

· Analyzing the consumption of various items & given feedback to management in case of slow moving and fast moving items.

· Maintaining stores as per the standards of OHSAS.

· Preparing report for monthly receipts as well as issues for various sites, and submit to management.

· Shelves and racks are properly stocked and products do not fall off the shelves.

· The signage displaying the name and logo of the store is installed at the right place and viewable to all.

· Management of all store operational issues, to include store housekeeping, store administrative duties, physical inventories, price changes, etc.

· Responsible for preparation of work schedules.

· Ensure employee awareness of safety and emergency procedures and conduct regular store meetings.

· Maintain and utilize surveillance equipment.

· Maintain adequate store supplies.

· Communicate with the Store manager regarding the all stores important issues for smooth operation.

Organization


:
M/s. ETA Ascon Group of Company – (EMCO Division)
(Location – Dubai – Field – Building Maintenance)
 Project



:
Government Hospital, Sheikh Palace& Residential Buildings.
Designation


:
Admin.Assistant/Procurement/Store/Cashier & Reception. (Multitask)
Duration



:
June - 1993 to May – 2003.

Responsibilities:

· Maintaining a very comprehensive filing system and assisting seniors to have at once access to records at their demands from time to time. 

· Coordinating with Personnel and Human Resources Department in various employees related matters such as Processing leave application of staff and workers and arranging their leave settlement and medical matters etc.

· Preparation of monthly labour wages, time sheet cards and calculating overtime and allowance for all the employees of the company

· Maintaining impresst Petty Cash Register

· Preparing Maintenance Work Order Entry, Material Return Note Entry and Maintenance Service Report Entry.

· Efficiently looking after maintenance of all the vehicle of the company such as timely renewal of insurance policy and Mulkiya of the vehicle and maintaining drivers log books for calculating their overtimes and for appropriate recoveries of fine and penalties from the concerned drivers of the company. 

· Preparing commercial invoices and follow ups in the matter of contract renewal and payment.

· Attending telephone calls in the absence of Telephone operator and Reception.

· Attending to Bank related matters such as drawing up, depositing cheques and maintaining various records of banks.

· Preparing monthly wages and overtime allowances of the labourers. 

· Maintenance of time sheet cards records and reporting to the HR Manager.

· Maintain confidential records and files.

· Prepare documents and reports on the computer.

· Type correspondence, reports and other documents.

· Open and distribute the mail.

· Coordinate repairs to office equipment.

Education Background:
· Bachelor of Business Administration – University of Madras – Chennai.
· Diploma in Materials Management–All India Institute of Management Studies Chennai.
· Supply Chain Management - Chicago Training Centre – Doha Qatar.
· MBA – (HR Management) (pursuing) - Madurai Kamarajar University –Chennai.
Additional Qualification:

· Typewriting Higher Grade Passed. (60w.p.m.)

· Familiar with telephone manners.
Personal Strengths

· Willing to take up challenges.
· Self-Confident.
· Committed whatever I do. and effective
· Excellent Team worker & Good listener communicator.
Languages Known:
· Speak:
English, Hindi, Tamil, Malayalam and Urdu
· Read:
English, Hindi, Tamil
· Write:
English, Hindi, Tamil
Computer Skill:
· Experience and Proficiency ERP Odoo Business Suite – version - 10
· ERP - Microsoft Dynamics Navision – 2009 R2

· Unix – Hoa1
· in MS Office

· Very good knowledge in MS-Word and MS-Excel.

· Much familiar in Intranet& Internet.
Personal Details:

· Date of Birth

:
19-02-1975

· Religion

:
Islam

· Nationality

:
Indian

· Marital Status

:
Married
Passport Details:

· Date of Issue

:
30 – 06 – 2010.

· Validity

:
29 – 06 – 2020.

· Place of Issue

:
Chennai. 
Driving License
· Place of Issue

:
Dubai.
· Place of Issue

:
Qatar.[image: image1.png]
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