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	Seeking a position to utilize my skills and abilities in a growth oriented company

	Summary


Two years of rich experience in Procurement domain and associated operations
Competent in handling customers, vendors and other partners using accomplished communication skills

Proficient in Microsoft Office Suite – MS Excel, MS Word, MS Power Point

Secured Second Rank for Academic Excellence in M-Tech. from Vinayaka Missions University


B-Tech in Biotechnology from Biju Patanaik University of Technology, Odisha, India


Enthusiastic participant of various extracurricular activities in school and college events



	Work Experience – 3 Years

	Sept 2016-

Present 

	MATRIX PETROCHEMICALS & LUBRICANTS LLC                    

Purchase Executive/Customer Support Executive
· Formulated Quotations as per the received material requisitions from the client
· Secured Purchase orders from the client by showcasing good value proposition
· Negotiated payment terms and other operational elements with customers 
· Researched on potential vendors and conducted vendor evaluation
· Evaluated offers from various suppliers to come up with the right option for the client
· Ensured availability of stock materials with the Suppliers
· Engaged with Suppliers for price negotiations
· Managed Supplier relationship and built good rapports
· Prepared all shipping documents such as Tax Invoice, Packing list/ Delivery note etc.
· Ensured timely collection from vendor and delivery of material to the clients
· Tracked all material movements and provided visibility to management or partners
· Managed paperwork and record keeping for all the entire operations
· Arranged the third party warehouse for storing the materials.

· Kept the track on all orders and ensure timely delivery.

· Prepared and shared all the required documents with Finance for releasing of vendor payments
· Engaged with clients to clarify all their queries on quotation, payment terms, datasheet, availability of the material and other fulfilling requests.

· Followed up for payments and got it resolved within the SLA
· Prepared all documents related to VAT (Value added Tax)

· Prepared the excel sheet for verifying the TAX INVOICES for all the customers in emirates in the UAE
· Coordinated with the warehouse staff and logistics department  and kept checking the stock levels
· Prepared cost analysis sheets and presented to the management
	Sharjah


	Apr 2013 –

May 2014

	ATN Media Free Zone LLC
Tele- Sales Executive
· Making appointments with signing authorities (MD/CEO)of different companies.

· Sourcing new accounts to increase the clients base.

· Filing and Maintenance of documents.

· Introduced with the products of different publications into the market.

· Maintaining the new and revenue accounts and update listing of the company profiles.

· Promoted various business schemes developed by the company.

· Efficiently managed the clients queries regarding the product pros and cons

· Generated business and brought new accounts for the company.

· Achieved my monthly targets on monthly basis.

· Preparing for presentation, reports as per job requirement.
	Dubai


	Jan 2013 –

Mar 2013
	Royal Index LLC
Independent Marketing Introducer
. 
· Recruited new sales members and trained them on business generation 
· Involved in Tele marketing to increase the client base 
· Traded in FOREX MARKET 
· Introduced and educated customers on trading Forex Market 
· 
	          Dubai 

	Education

	Sep 2010 -Jun 2012

Sep 2005 -Jun 2009


	Master of Technology

Vinayaka Mission Kirupananda Variyar Engineering College Vinayaka Mission’s University

Major : Biotechnology
Bachelors of Technology

Majhighariani Insititute of Technology and Science Biju Patanaik University Of Technology

Major : Biotechnology
	Tamil Nadu, India

Odisha, India



	Skills

	
	· Customer Relationship, Telemarketing, Administration, Training

· Negotiation
· Proficient with MS Office- Word, Excel and PowerPoint.

· Software skills: C, C++
	

	Interest & Additional Information

	
	· Achieved monthly targets in ATN MEDIA LLC
· Graduate in Indian classical dance “Bharat Natayam” and winner of various dance competitions
· Runner up in Carom Tournament an intra-college event organized in MITS College Technical Fest
· Proficient in MS Office applications

	

	Personal Vitae

	
	Name       : Meenakshi 
Nationality          : Indian
Marital Status      : Married
Visa Status          : Husband’s visa (Expiry : 2019)
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