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Objective:
To explore and refine my capabilities in context of management, team work and dedication for a target in learning environment and to benefit the organization to the best of my knowledge and abilities.
Professional 
experience
· 02 years of working in Emirates Technical and Thermal Systems Company L.L.C as an Assistant Procurement Officer, at site in Arabian Ranches 253 La Casa Villas project & Rajmal Bollywood Theatre Jebal Ali at Bollywood Parks.
Responsibilities:
· Generating the material enquiry with the project specifications and vender list

· Preparing the effective price comparison sheet 

· Negotiating the price, delivery terms & payment terms 

· Arranging the Material Technical Submittals with the project specifications and vender list
· Preparing materials requisition with BOQ. 
· Generating the quantities for the required materials by discussing with the assigned engineers.

· Preparing local purchase order (LPOs)
· Preparing LOI & contract.

· Preparing the delivery schedule for long lead items.
· Assist and report to the procurement Officer
· Compile and upload purchase order into system on schedule.

· Source and select vendors to ensure cost reduction and product availability.
· Update and maintain purchase order report  for cost tracking and forecasting 

· Chase up the delivery schedule
· Preparing the LPO progress report on monthly basis
· Preparing the procurement schedule

· Checking the delivery orders & invoices.

· Managing the proper documents for payment 
· Manage the inventory levels with the site requirements
· Assist the store keeper under the supervision of the materials.  
· Assist the store keeper to follow up the LPO.

· Locate, qualify and manage selection of vendors.

· Strong analytical and communication  skills

· Approve the materials received from the consultant
· Keep the inventory levels by some engineering techniques such as:

a. ABC Analysis

b. Pareto Analysis
· Prepare stock report on weekly basis for site requirement and monthly basis for the Head office.

· Maintain stock report and report the engineers for the short materials if needed.
Projects Assigned :

· 253 La Casa  community Villas  Arabian Ranches, Dubai .
·  Rajmal Bollywood Theatre  at Bollywood Parks and Resorts Jebal Ali, Dubai.

Educations:
	Degree
	Institution
	Result

	BSc ( Industrial Engineering )
	Dept. of Industrial Engg, UET Peshawar
	3.11 CGPA on scale of 4



	FSc Pre Engineering
	Peshawar Public College, Warsak Road Peshawar
	Grade A (78% )



	SSC ( Science Group )
	Little Scholars Academy, Kahi Nowshera
	Grade A ( 82% )


Technical skills:
Hands on the following softwares:
a. MS Office


b.     AutoCAD

b. Mat LAB
          

d.     TORA          
.
e.    ProEngineer

f.      LINGO   
             g.    MS Outlook 
· Extra ordinary skills in MS Office especially in Excel & Word due to frequent use and my keen interest.
Areas of interest:

· Facility design layout 
· Materials engineering

· Extracurricular activities like Volley Ball and Exploring internet surfacing
Personal Qualities & Skills:

· Leadership skills

· Organized

· Responsive

· Good listener-Quick learner-Dynamic

· Excellent communication skills

· Like challenges in positive sense

· Eager to work in diverse Culture 

· Able to stand in stress conditions

· Complete assignment within the set timelines

· Flexible in nature with work and life
	Personal Information:

Marital Status:   Married
Age:                      25 Years
Nationality:         Pakistani
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