Matheenur 
Matheenur.80079@2freemail.com 

Objective: To obtain a challenging and career-oriented placement in a professionally managed company to widen my potentiality and to give best of my knowledge and experiences for the benefits of the company. Position being anticipated as a Senior Purchase Executive.
Work Experience:
Jan 2012 to 21st April  2016  :  African Commodities DMCC, Jumaireh Lake Tower, Dubai  U.A.E.
Position:   Senior Purchase Executive.

Company Profile: 
African Group of Industries in Nigeria. The main business of the group is manufacturing of Steel, Lead, Glass, Chemicals etc.,  including trading in steel products & other commodities in Nigeria. Commercial head quarter of our group is based out in Dubai from where, all the purchase orders / Contracts are placed and executed.
Responsibilities: 
Managed procurement for:
· Managing complete procurement and other production consumables items, location in Nigeria, Lead, Chemical & Glass Plants.
· Working closely with all levels of management to determine procurement needs, develop strategies sources in support of those needs; evaluating market trend patterns towards classification of materials as per project demand.
· Floating enquiries to suppliers for procurement of all material ranging from steel to electronic/electrical, Heavy Duty Equipment’s, items & consumables, Mechanical spares, Hydraulic spares,  – FPO & LPO – (Foreign Purchase & Local Purchase).
· Negotiations with Suppliers, preparation of purchase orders in ERP Module with signed/approved from the concerned Depts / Heads.

· Follow up of all documentation work involved in procurement of Local/Import material including arranging shipment/clearance of Goods from Customs etc.

· Identifying & developing reliable supplier base offering high quality standards of materials; developing tactics for price negotiations; preparing commercial comparative statements of offers of vendors.

· Arranging material at short notice in cases of urgent requirement.

· Monitoring & Updating of Indents received from various Plants / Departments as & when received.
· Preparing of M.I.S and submitting to the Plants every twice in a month.
· Knowledge of vendor/supplier registration & monitoring vendor performance as per the quality system.

· Knowledge of ISO 9001:2000 Quality management system for Purchase / Store activities.

· Follow Up on Payments of suppliers in coordination with Accounts Dept.

· Close coordination with Technical / Production dept. following up on specific requirements of products.

· Have gained knowledge on various products– Steel, Machine related spares, Power tools, material handling equipment, Heavy Duty Equipment’s, items & consumables, Mechanical spares, Hydraulic spares etc.,
Work Experience:
March 2007 to Dec 2011: Middle East Insulation (Al-Ghurair Group) ISO 9001:2000 Company Jebel Ali U.A.E.
Position:  Purchase Executive.

Company Profile: 
The Company is engaged in manufacture of Cladding, Sandwich panels (Wall/roof), Fire Rated Steel doors & frames, Port-a-cabins & Industrial & Garage Doors & Rolling Stutters. MEI is one of the leading manufacturers of Cladding, roofing panels, Port-a-Cabins, Steel doors & Frames & Rolling Shutters in the Middle East.
Responsibilities: 
Managed procurement for:
· Floating enquiries to suppliers for procurement of all material ranging from steel to electronic/electrical items & consumables – FPO & LPO (Foreign Purchase & Local Purchase).
· Negotiations with Suppliers, preparation of purchase orders in ERP Module with signed/approved from the concerned Depts Heads.

· Follow up of all documentation work involved in procurement of Local/Import material including arranging shipment/clearance of Goods from Customs etc.
· Preparations of Comparative statement of different quotes and obtaining competent authority approval for release of Purchase Order.
· Arranging material at short notice in cases of urgent requiremt.
· Making of weekly report on Purchase activities & planning for procurement of Capital/High Value items & obtain necessary approvals. 
· Aware of all store activities including inventory control of raw materials and Spares to the tune of above 3,000 - both physical check and tally with the book-stock duly yearly stock taking. 

· Maintaining of Minimum Stock Level & Re-order level of items and raising Purchase Request on monitoring the same.
· Knowledge of vendor/supplier registration & monitoring vendor performance as per the quality system.

· Knowledge of ISO 9001:2000 Quality management system for Purchase /Store activities.

· Follow Up on Payments of suppliers in coordination with Accounts Dept.

· Close coordination with Technical / Production dept. following up on specific requirements of products.
· Have gained knowledge on various products– Steel, Machine related spares, Power tools, material handling equipment, hardware (consumables) etc

Nov’ 2000 to Jan’2007:  Ital Techno India Pvt  Ltd.
Company Profile:   Italian based multinational company Importers & Distributors of Aluminum Extrusion & surface treatment throughout India. Bangalore - India. 

Position: Senior Accountant/Purchase – Sales
Responsibilities:
Included and related to L/C, export import policies, periodically updates on Policies and regulations.

Complete monitoring and highlight of monthly sales and purchase.

Updates on sales data sheet, quarterly, half yearly and annually.

Includes complete maintaining books of accounts.

Personal Traits:
Ability to work with multi-ethnic atmosphere with excellent communication and interpersonal skills, hardworking, dedicated with ability to handle Pressure, Friendly, Pleasing mannered and result oriented.
Personal Information:
On Visa Visit
Date of Birth:

22 November1973

Nationality:

Indian
Gender:

Male

Marital Status:

Married

Fluency on:

English, Hindi & Kannada. 

Educational Qualification:
· B’Com. Bachelor of Commerce
Application Packages: 
MS Office 2000 – MS Word, Excel, Outlook, ORACLE PICS (ERP Module) & Peachtree, Tally complete Version, Accounting Software, & Navision. 
Dated: 







                 
