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An enthusiastic and highly motivated logistics professional with Shipping & Logistics certification
SUMMARY OF QUALIFICATIONS
· Overall 6years of working experience out of which 3 years in Logistics, Purchasing, Materials Management, Contract Management & Vendor management and Finance profiles.

· Knowledge of documentation involving Logistics , Inventory Management, Stores Management, Warehousing, Letter of credit, Shipping procedures ( Air, Sea, land & Multimodal Transport ) & Dangerous Goods Handling.

· Outstanding dedication to customer service and client relation.

· Skilled at handling multiple tasks and projects simultaneously.

· Excellent work history as regards work ethic, dependability and willingness to go the extra mile.  

· Excellent communication and presentation skills.

· Believing in quality of work & professionalism.

CAREER CONTOUR
	ORGANIZATION
	 Infopark , Kochi

	Title

Position 


Duration

Accountabilities
	Purchasing
Procurement Associate

December 2010-November 2013 

Purchase to Pay ,Stores & Logistics support functions


ABOUT THE PROFILE

                        The role was primarily into the purchases for Office Administration, IT Administration & the HR departments dealing with the local purchases. Contract Management was also a part of this role where maintaining contracts with service related vendors for Facility Management was also carried out negotiating the rates and terms & conditions of the contract as well as maintain them physically as well as Logistics support & Stores functions . 

· Initiating & managing vendor registration activity.

· Working on purchase requirements from admin, HR & IT team as well as adhoc request.

· Identification of vendors, negotiating on improved pricing, payment terms, product quality, packaging and delivery.
· Preparing price negotiation statement.

· Sending RFQ, negotiating and issuing purchase orders based on evaluated lead-times, quantities and price justification in ERP.
· Tracking the delivery of materials as well as the quality and quantity as per the purchase order communicated to the vendors & moving the GRN.

· Tracking the contract periods for service related vendors ,maintaining the contract information in the ERP system as well as initiating the renewal

· Implementing systems for meeting different quality standards, for maintaining the relevant documents. 

· Develops new and alternate suppliers for various products. Maintaining relationships with existing suppliers while seeking new ones. Develops/maintains supplier’s database and performance score card 
· Negotiating and supervising supply contracts and formulating policies with suppliers.
·  Establishing good working relationships with vendors through personal contact; discussing and resolving problems regarding delayed delivery dates.  

· Maintaining the stock record of the IT supplies and issuing them on request from the respective team .

· Receiving the invoices from respective teams, processing to ensuring the payments to the vendor’s within the stipulated time as well as addressing the queries to the respective stake holders and vendors.

· Addressing the queries regarding the payment details to the respective stake holders and vendors.

· Maintaining TRC & NO PE declaration and ECC copies of the incoming materials.

· Issuing the Form 16 (Certificate Of Ownership) to vendors for transportation.

· Coordinating with the Customs House Agent for clearance of goods arrived to be delivered to the office premises.

	ORGANIZATION
	with McKinsey & Company GSS as an Analyst in Accounts Payable functions

	Title 


Position

Duration

Accountabilities
	Quality Assurance

Analyst

November 2007-November  2010  

Accounts payable functions



· Processing expense reports & Time Sheets of the employees of the Chicago, Cleveland, 

· Minneapolis, Detroit and the New York office.

· Re auditing the expense reports processed by the auditors at the back end and reporting the errors so that the management could ensure quality work delivered.

· Audit and make corrections to ensure all data entered in Oracle are in line with the Pay now/

· Payment Request Form (PRF) or Direct Order and as per Firms’ established guidelines.

· Maintain Daily, Weekly and Monthly checklist. 

· Process AP Invoices if required. 

· Update the process documents and train AP processors on any process changes from time to time.
PROFESIONAL QUALIFICATIONS
· IATA-FIATA Diploma in Dangerous Goods from GP’s Institute for Dangerous Goods.

· IMDG training from Hazmat Institute of Logistics Management.
EDUCATIONAL QUALIFICATIONS
· Bachelor of Commerce from Utkal University 
EDUCATIONAL QUALIFICATIONS
· Well versed with MS Office (Word, Excel and PowerPoint) & Oracle Financial software .
· Conversant with Internet browsing.
· Aptech Certified Computer Professional in Web Designing.
PERSONAL DOSSIER
Date of Birth              : 26th May 1985

Languages Known       : English, Hindi, Malayalam & Tamil                 

Nationality                    : Indian

Maritial Status              : Married

Notice period                : Nil, Ready to join at the earliest 

HOBBIES

Watching movies, listening to music and travelling 

DECLARATION
The above details are true according to my knowledge.

