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Seeking Jobs in Procurement/Logistics with leading organisations.

Professional Summary 
· More than 4 years of experience in Procurement & Logistics (Documentation).

· Currently associated with Doosan Heavy Industries & Construction. (Power Plant Division), Jebel Ali ‘M’station, Dubai, as Assistant Procurement Officer.                    

· Ensure compliance to Procurement policies, creation of Pos, Resolve Invoice discrepancies; demonstrate ability to manage supplier performance through metrics and Service Level agreements.
· Convert Purchase Requisitions into Purchase Orders & communicate the same to Suppliers.

· Work with shoppers to obtain quotes.

· Identify opportunities for long term supply agreements consistent with strategic sourcing plans.

· Direct spend to Suppliers/Contracts consistent with strategic sourcing plans.

· Actively work on sourcing initiatives with commodity managers for required products and services.

· Occasionally negotiate Prices, terms and quality requirements with domestic and international suppliers for Products and Services and other indirect requirements.

· Metrics to ensure results are achieved.

· Ensure proper Accounting and Controls are performed for processing activity consistent with documented policies.

Areas of Expertise

Procurement Management
· Receive, review and initiate process on materials requirement.
· Floating of enquiries/ tenders for material/ service procurements.
· Preparing comparative statement of offers received.
· Finalizing suppliers in consultation with superiors and negotiating favorable terms and conditions with the suppliers.

· Liaison with finalized suppliers and follow-up for timely receipt of material.
· Approving advance payments to suppliers based on approved quotations / purchase orders after consultation with Purchase Manager.
· Ensuring the material received are in good condition and confirming to the quality standards laid.

· Taking remedial action on discrepancies observed while comparing actual bills and approved quotations / purchase orders.

· Approving and forwarding bills for payments with or without special instructions after comparing the actual bills and approved quotations / purchase orders.

· Identifying new suppliers and getting them approved from superiors.

· Maintaining records / database of various categories of approved suppliers.
· Generate and maintain necessary MIS reports related to material purchase.
Logistics Documentation
· Import Documentation: Submission of invoice, packing list along with Bill of lading/ air way bill/air cargo arrival notice to our nominated clearing agents, execution of necessary bonds such as transit bonds for transportation of custom sealed imported goods from port of import to consignees destination, giving D-3 intimation to central excise within 24 hours of its arrival, arranging for excise verification and issue of re-ware housing certificate for discharge of transit bond.

Co-ordination
· Network with Consultants, Contractors, Clients to ascertain technical specifications, construction related essentials, based on the prevalent rules.

· Relationship management with Statutory Authorities for availing mandatory sanctions.
EMPLOYMENT DETAILS

Since Jan’08
Doosan Heavy Industries & Construction (Power Plant Division), Dubai, as Assistant Procurement Officer (Planning & Admin)                
Key Roles
· Handling Procurement Related Activities
· Local Purchase and documents management

· Managing MIS reports daily, weekly & monthly basis

· Inspection of import materials in co-ordination with sub-contractors & consultant
Jul’03- Dec’07      Nector Beverages. Pvt Ltd., as Procurement & Marketing Professional
Key Roles
· Handled Local Purchase Activities

· Documents management & Marketing

· Managing MIS reports daily, weekly & monthly basis

· Inspection of inward & outward of material and report the same to the management
ACADEMIC DETAILS
2008 
      Pursuing Master of Business Administration from ICFAI University, Tripura (Distance Education) 
2003
      Diploma in Electronics & Telecommunication (Technical Board, Karnataka)
IT SKILLS
· Proficiency in MS Office, Computer Hardware.
PERSONAL DETAILS
Date of Birth
         
:      13th May 1983
Nationality

:      Indian

Marital Status

:      Single 
Languages Known       
:      English, Hindi, Marathi, Kannada
