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                                ANOOP 
                                        Anoop.374502@2freemail.com    
Mid level position in Business Operations specifically with Industry focus on Market & Revenue Expansion, Customer Relationship, Key Account Management and Business Development with an organization of repute


CORE COMPETENCES 

Procurement Department

· Sending enquiries to suppliers and subcontractors.
· Analyzing the quotation and preparation of comparison statement for procurement.
· Negotiation and finalization with suppliers for procurement.
· Preparation of LPO / LOI.
· Materials delivery arrangement at site.

· Submission of all documents to accounts department.

· Finding new suppliers and subcontractors.

· Maintain the supplier / subcontractor database.

Administration & Document Control Management

· Office management, record keeping and responsibility for information systems 

· Competence to meet deadlines and work under pressure 

· Discretion and understanding the need for confidentiality 

· In-depth knowledge of document management, transfer, preservation and maintenance 

· Familiar with the methodology and procedures of document management 

· Extensive knowledge of document control database systems 

· Possess excellent leadership and interpersonal skills for managing work and tasks 

· Excellent management, communication, organization and interpersonal skills 
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ORGANISATIONAL EXPERIENCE

From April 2013 to August 2017 with Gulf Engineering Services LLC, Dubai, U.A.E. as Purchaser for MEP Project Division.
Company Profile: 
Gulf Engineering Services LLC, is one of the subsidiary company of GGICO Group of Companies and engaging the business in the field of Mechanical, Electrical & Plumbing (MEP) contracting for high rise buildings in UAE. 

Responsibilities: 
· Mainly handling all procedures for procurement of materials for construction activities. 

· Receiving the materials requisition from site and sending enquiries to Suppliers, Subcontractors. Preparing comparison statement from different suppliers and negotiating with supplier and finalizing the order.
· Finding more profitable supplier for procurement of quality materials.
· Preparing Local Purchase Order and follow up with material delivery.

· Arranging submittal for various materials for the projects.

· Maintaining master data base of supplier / subcontractor.

· Preparing Payment Certificates for Client / Subcontractors.
· Submission of petty cash statements, Original invoice, Proforma invoice to accounts and follow up with Accounts for cheque.

· Assisting Operations Manager for all project execution works.
· Correspondence with clients, consultants and subcontractors for the projects.

· Inter office correspondence related to administrative matters.

· Document control for ongoing projects.

· Preparation of various reports.
April 2008 to April 2013 with ETA Mechanical LLC, Dubai, U.A.E. as a Project Administrative Secretary.
Company Profile: 
ETA Mechanical L.L.C. an ISO 9001:2008 certified company and one of the divisions of the ETA-ASCON Group of Companies started its operations in UAE in the year 1973 and engaging the business in the field of design, fabrication and erection of Structural Steelwork (Building Construction).

Responsibilities: 
· Assisting Deputy General Manager for all day to day activities.

· Sending enquiries to supplier mainly for steel materials for Tendering purpose.
· Preparation of comparison statement and providing to Estimators.

· Correspondence with clients, consultants and subcontractors for the projects.

· Inter office correspondence related to administrative matters.

· Assisting Estimators for preparation of Tenders.

· Document control for ongoing projects.

· Preparing and maintaining Pre Qualification documents.

· Preparation of various reports.
April 2006-April 2008 with e4e Business Solution India Pvt. Ltd as MIS Executive
e4e Business Solution India Pvt. Ltd  is one of a leading BPO organization at Koramangala, Bangalore, Branch at Chennai.

MIS (Management Information System) Dept is responsible for preparing all the report of the organization. All the reports are to be prepared accurately on time I am working as a Reporting & Command Centre Executive for an Enterprises Level Support Process. All the calls will be routed through Server and we are monitoring the same (Call flow and Call handle).
Responsibilities: 

· Calls should not be abandoned.

· Individual Representatives call handled time should be controlled.

· Giving Break to Representatives.
· Preparing all the report which would be sent to Management & Client.
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July 2000-April 2006 with A & G Projects & Technologies Ltd as an Accountant/Computer operator
A & G Projects & Technologies Ltd is one of a ISO 9002 certified company in electrical contracting field in Bangalore, India.
Responsibilities: 

· Fully computerized accounts maintained under TALLY Ver 6.3
· Liaison with Auditors, Bankers and others statutory persons.

· Maintaining tax deduction and filing of TDS

· Handling Petty cash

· Office Administration Work.

· Correspondence with Various Banks for maintaining Bank Guarantees.

· Preparing confidential price bids for various important projects
· Preparation of Pert Charts in MS-Project.
· Preparation of slides in PowerPoint for Review meetings and Presentations.
July 1997 - May 2000 with ESPEE Marketing as Computer Operator.
August 1996 – June 1997 with United Associates as Computer Operator.
ESPEE Marketing & United Associates are leading Stockiest of Hindustan Lever Ltd. They handle the supply of consumer products (soaps and detergents) in major part of Bangalore.

Responsibilities: 

· Data entry for Invoicing (There are 200 invoices making per day and each invoice contain 10 to 15 commodities)

· Purchase entry (Every day 3 or 4 purchases), 

· Updating of cash collection Entry (approximately 250 outstanding bills would be cleared per day totally or partially). 

· Generating various reports.

· Preparing Correspondence letters.

· Sales analysis in MS-Excel.

· Up-keeping of Files.

· Weekly stock verification.

EDUCATION

Post Graduate Diploma in Computer Application 
Dept. Of Technical Education, Govt. of Kerala
B Sc (Mathematics)




Calicut University     
IT SKILL
· C, COBOL & BASIC
· MS OFFICE, Windows7, 98, XP, 2000
· Tally 6.3, PRO-FIT

PERSONAL DOSSIER

Date of Birth 

28th March 1971

Language Known
English, Malayalam, Kannada & Tamil
Visa Status

Visit Visa.
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PROFESSIONAL PROFILE





A dynamic professional with over 20 years’ rich experience in Material Purchase, Document Control, MIS reporting & Management, Office Coordination in diverse industries.


Worked with Gulf Engineering Services LLC, Dubai, UAE as Purchaser. 


Well versed with Procedures for purchase of MEP Materials.


Co-ordination between Stores & Accounts for procurement support.


A keen contributor with proven abilities in devising strategies to augment business, streamline distribution networks, promote products for business excellence. 


A keen communicator with the ability to relate to people across all hierarchical levels in the organization.


Possesses adequate knowledge of advanced MS Excel functions like V-lookup & Pivot table, preparation of pert charts in MS Project & Power Point slides for review meetings & presentations.





Adept in Planning, directing, coordinating with clients, consultants and subcontractors for the projects.


Excellent interpersonal, communication and organisational skills with proven abilities in implementing policies and procedures as well as streamlining systems.








