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I know about…
Sourcing products/services
Vendor Management

Negotiating

Contract Drafting/Review
Logistics/Supply Chain
Industries worked for:
Construction

Manufacturing

Hospitality

Healthcare

Interior Design/Architectural
I can communicate in…
English (Excellent)
Arabic (Intermediate)

Indian (Excellent)
And I am…
Residing in UAE

Born in India in 1982

Licensed to drive in UAE, Oman
Available at:
Sameer.379564@2freemail.com 
Sameer 
Procurement / Purchase Officer
KEY SKILLS
· 11 years of experience in Procurement.
· Excellent negotiation skill.

· Very good command over English and Arabic communication.
· Adequate working experience in SAP/ERP System.

· Work well under pressure, Leadership quality, Team player, Well organized.
· Have UAE Driving License. Can join immediately. 

WORK EXPERIENCE
1)
Designation
:
Procurement Officer


Organization
:
Septech Emirates LLC (UAE)

Period
:
Since 2010 Till date
2) 
Designation
:
Purchase Executive


Organization
:
Hispanica Al Shanfari LLC. (Oman)


Period
:
July 2007 to Feb. 2010 
Duties (Recent only):
· Responsible for procurement of all types of materials and services for the work facilities and project sites.

· Receiving PRs, floating RFQs to vendors.
· Collect appropriate quotes from efficient vendors or service providers.
· Preparing techno-commercial comparison spreadsheet.
· Negotiating with most competitive supplier with regards to price, lead time and payment terms etc.
· Ensuring all specifications, details are precisely specified in PO. 
· Logistical Coordination of Air, Sea and Land freights. 
· Identifying and assigning clearing agents, organizing required paperwork for smooth custom clearance. 

· Coordinating and tracing the dispatch/clearance/delivery of the goods to warehouse, project sites.
· Hiring of all types of small and heavy equipment and vehicles 
· Preparing/reviewing & processing the rental contracts.

· Update ‘Procurement Schedule’ for every project, to have easy and quick view of request/order status.
· Update ‘Procurement Log’ serial number wise to feed full details of the order including PR, PO, DO, Payment details.
· Closing out POs with all relevant documents like: PR, PO, GRN, TIN, DO, MTC/MSDS, and Warranty Certificates etc, to forward to Finance Dept. for further process.
· Ensuring to minimize processing time of Request v/s Delivery. 

· Establishing and maintaining minimum three Vendor Accounts for all categories of requirements.

· Strictly complying with prevailing ISO Procedures.
· Processing Pre-Qualification of new vendors to validate them into the Approved Supplier’s List. Revalidating the existing suppliers on a periodic basis. 

· Maintaining proper documentation procedure, in-order to be ever-ready for External Quality Surveillance Audits.

· Administering Internal Quality Surveillance Auditing of assigned departments by the Management Representative (MR). 

· Ensure NCRs are closed and Corrective & Preventive actions are taken against Vendors to whom NCR is issued. 

· Submitting CAPEX and OPEX related to Procurement dept. for every financial year.
EDUCATION COMPLETED
· Academic
:
University Degree 
· Technical
:
PG Diploma in Computer Application,
· 

MCSE (Microsoft Certified Systems Engineer) 

TRAINING ATTENDED
· Supply Chain Management – Changing role of Logistics in the current market – by Infor Global Solutions, US at Dubai.
· ISO 9001:2015 Awareness & Internal Auditor Training – by TÜV Middle East at Dubai.
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