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EMPLOYMENT HISTORY
CURRENT EMPLOYER:
SCIENTIFIC INDUSTRIAL RESEARCH & DEVELOPMENT CENTRE (SIRDC)

CURRENT POSITION:
PURCHASING MANAGER (04.07.05 to date)

DUTIES;    
- Formulating & implementing of purchasing policies & procedures


-Overall system administration of pastel inventory module and bills of material


-Finding new suppliers and maintaining existing ones to add value to all purchases


-Evaluating bids from suppliers for capital expenditure items and carrying out value analysis of products & & services 

· Developing performance reviews and improvement programmes for key suppliers

· Monitoring of govement regulations, tariffs and duties that impact on business

· Identifying  contractual risks or benefit arrears and providing  fast rate cost effective business solutions 

· Managing market research, measuring supplier performance to get value for money

· Managing, co-coordinating all procurement activities to ensure maximum utilization of company’s overall buying power and cost reduction programs

· Key negotiator within a corporate frame work with all the key suppliers.    
  


PREVIOUS :


BOC GASES
POSITION: 
PURCHASING SUPERVISOR (01.10.2004 TO 30.06.05)

DUTIES:
-TIMELY ORDERING OF GOODS AND SERVICES TO MEET ESTABLISHED NEEDS


-OBTAINING QUOTATIONS FROM REPUTABLE SUPPLIERS IN LINE WITH COMPANY POLICY, RAISING ORDERS AND FOLLOW THROUGH TILL RECEIPT OF GOODS AND PAYMENT


-CARRYING OUT SUPPLIER APPRAISAL


-MONITORING PRICE INCREASES AND INFORMING RELEVANT DEPARTMENTS TIMELY


-MONITORING OF GOVERNMENT REGULATIONS, TARRIFFS AND DUTIES THAT IMPACT ON BOC ZIMBABWE’S BUSINESS



-MAINTANANCE OF ADEQUATE RECORDS OF OUTSTANDING ORDERS, REQUISITIONS AND KEEPING THE RELEVANT DEPARTMENTS INFORMED ON ALL PURCHASES


-UPDATING OF SUPPLIER DATA BASE SUPERVISION OF SUBORDINATES, AND QUATERLY APPRAISAL OF THEIR WORK 

IMPORTATION OF PLANT SPARES AND LIASON WITH FREIGHT AGENT
PREVIOUS EMPLOYER :
SINO ZIMBABWE CEMENT CO. (PVT) LTD 

POSITION:   
PROCUREMENT MANAGER (2000 TO 2004)

          REPORTING TO: GENERAL MANAGER (FINANCE) 
       DUTIES: 

                           -
RESPONSIBLE FOR PURCHASING OF RAW MATERIALS/ CONSUMABLES, CAPITAL EQUIPMENT AND SERVICES FOR THE COMPANY FROM LOCAL & EXTERNAL SOURCES & ORGANISING THE LOGISTICS OF THE INCOMMING BULK RAWMATERIALS FROM SUPPLIERS 

· SOURCING OF QUOTATIONS SO AS TO ACHIEVE       OPTIMUM COST EFFECTIVENESS

· -CO-ORDINATE FORMAL AND INFORMAL TENDERS ADVISE MANAGEMENT AND STAFF ON PROCURENMENT PROCEDUREDURES

-EVALUATION AND ADJUDICATION OF TENDERS

-SECRETARY FOR THE TENDER COMMITTEE

-NEGOTIATING WITH SUPPLIERS

-CARRYING OUT VENDOR RATTING AND SUPPLIER APPRAISAL

CARRYING OUT STAFF APPRAISAL

PREVIOUS EMPLOYER:
AIR FORCE OF ZIMBABWE (SUPPLY DIRECTORATE)

PERIOD OF EMPLOYMENT:
JULY 1990 TO AUGUST 2000


WORK EXPERIENCE

POSITION:

BUYER



DUTIES:

BUYING OFFICE:
EXTERNAL PURCHASING & LOCAL PURCHASING: 

-RECEIIVING PURCHASE ORDERS FROM STOCK CONTROL OFFICE

-OPENING PROCUREMENT FOLDERS

-SENDING EQUIRIES TO INTERNATIONAL SUPPLIERS(TELEX & FAX)

-COMPILING COMPARATIVE SCHEDULES, AJUDICATION AND FIRM ORDER PLACEMENT.

-INITIATING OPENING OF LETERS OF CREDIT

-INITIATING PAYMENT AFTER RECEIPT OF GOODS
COMPUTER LITERACY

MS Office 97  (Word, Ms Excel, Power Point), Pastel & Accpac
LANGAUGES

Shona, English & French

HOBBIES

WATCHING SOCCER, READING MAGAZINES AND LISTENING TO MUSIC
4
1

