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Job Objective

Suitable position in a reputed company
Professional Synopsis
2 years and one month of experience in purchasing field, which includes experience in procuring Bio-medical equipment, medicines, Consumables and quality inspection & expediting of the ordered material and 1 year of experience in procurement of House hold material, Quality inspection and expediting of ordered material.
· Domain expertise in handling the procurement operations with key focus on bottom line profitability while ensuring optimal utilization of resources.

· Expertise in managing entire breadth of commercial operations inclusive of sourcing, contract management, order processing and materials management, etc.

· Excellent interpersonal, analytical & negotiation skills with proven track record of achieving numerous cost savings accomplishments during the career span.

· Outgoing with strong and effective organizational and communication skills.
· Ability to strike a quick rapport with people. Maintain highest level of integrity and honesty.

· Comprehensive approach to learning, Versatile and learns new tasks/skills quickly. 
Experience Classification 

Job Function                                                       Years of experience 

ASSISTANT PURCHASE MANAGER                  2 years and 1 month in M D C HOSPITAL
PURCHASE OFFICER                                          1 year and 1 month in GEEPAS INTERNATIONAL PVT LTD

                                                                Previous Employer

MALIK DEENAR CHARITABLE HOSPITAL (MDCH), as an Assistant Purchase Manager from, 05-09-2016 to 30-10-2018 
Summary of Work

· Review and scrutinize the details of assigned Requisition: Viz. Specification, Scope of Supply and all other relevant documents/attachments.

· Review of contractual conditions and identify critical contractual issues that need to be included the tender documents.

· Issue Invitations to Bid to the reputed Vendors and follow-up the Bids.

· Sort out all pre-bid queries and clarifications. 

· Arrange Bid opening as per procedure

· Verify the completeness of submitted tenders with ITB requirement.

· Evaluate received technical bids as per end user requirement, which includes technical discussion with end user and supplier, preparation of Technical queries to Vendors for their clarifications / confirmations.

· Carry out Commercial Evaluation, Bid tabulations of commercial offers.
· Conduct negotiations and organize meeting with Vendors for techno- commercial clarification and closing out all commercial issue before finalization of Purchase order

· Preparations of Purchase recommendation against selected Bidders and obtain financial approvals from Management for Order commitments.

· Prepare and issue the Purchase Orders to technically acceptable lowest bidder.

· Expedite and inspect the ordered material as per Purchase order.

· Appraise management on regular basis status of assigned work and potential constraints/problems.

GEEPAS INTERNATIONAL PVT.LTD, as a Purchase Officer from 01-07-2015 to 21-08-2016.
Summary of work
· Research and identify potential vendors.
· Review and scrutinize the details of assigned Requisition and all other relevant documents/attachments.
· Issue Invitations to Bid to the reputed Vendors and follow-up the Bids.

· Evaluate received offers from vendors as per end user requirement
· Prepare cost analyses and negotiate for better prices.
· Prepare and issue the Purchase Orders to technically acceptable
· Track orders and ensure timely delivery.
· Update internal databases with order details (dates, vendors, quantities, discounts)
· Develop an active process for measuring supply inventory and determining purchasing needs. 

· Maintain strong working relationships with our vendors.

· Stay up to date with industry trends and establish long-term purchasing arrangements with vendors when it is beneficial to the company 

· Compare product deliveries with issued purchase orders and contact vendors when there are discrepancies 

· Maintain updated records of invoices and contracts
· Follow up with suppliers, as needed, to confirm or change orders 
· Liaise with warehouse staff to ensure all products arrive in good condition

· Read blueprints and specifications  
· Monitor operations to ensure that they meet production standard.
· Recommend adjustments to the assembly or production process

· Inspect, test, or measure materials or products being produced

· Measure products with rulers, calipers, gauges, or micrometers

· Accept or reject finished items

· Remove all products and materials that fail to meet specifications

· Discuss inspection results with those responsible for products.
Education & Software skills

1. B. Tech, Applied Electronics & Instrumentation Engineering with 62.15 %, from KMCT Collage of Engineering, Calicut University, Kerala, India.

2. Plus-Two (Science) from Markaz Higher Secondary School, Karanthur, Kerala.
3. 10th (SSLC) from Markaz Higher Secondary School, Karanthur, Kerala.
Software skills: 
· SAP 
· Spread Sheet/Office Packages: - MS-Office 2010,2016.

Personal Details
Date of Birth
:
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Nationality
:
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Gender
:
Male 

Marital Status
:
Married

Languages Known
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English, Malayalam, Hindi, Tamil 
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