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	Anandhi 
Anandhi.110422@2freemail.com 
Valid UAE Driving Licence 


	· Personal Statement


Dear Sirs,

Please accept this letter and resume as documentation formalizing my application for Purchase, Procurement, Logistics/Expediting, Clients’/Contracts Management in your established organization, where I can utilize related skills, experience and education to meet organizational needs and growth.

As detailed on my resume, I have sixteen years of progressively responsible experience, out which eight years haven been utilized for Procurement, Logistics/Expediting for growing organizations. Throughout my career, I have learned to:

· Manage daily operations of procurement, purchasing, shipping and receiving departments.
· Develop new business by cultivating relationships of trust and confidence with clients.

· Prepare contracts, assess and reduce risks, negotiate and communicate the contract terms and supervise payments.
· Create detailed spread sheets, cost-benefit analyses of potential purchases.

· Communicate with end users and negotiate with suppliers and vendors with great focus.

· Track, store, and retrieve all purchase documentation, delivery dates, warrantees, and installation agreements.

· Manage all Export/ Import Cargo Handling Operation of all type of cargo in different ports in Middle East, African, European and Asian regions.

· Ensure on time delivery and improve purchasing quality through setting up the quality check procedures for the suppliers and personal on site checking
· Identify and quickly resolve logistical complications and supply chain shortages
· Utilize ERP system reports, Microsoft Excel, and pivot tables to analyze problem areas and create solutions.

· Mediate between vendors, markets, and the accounts payable manager to quickly resolve incorrect invoicing.

· Consolidate supplier base through the elimination of subpar suppliers while improving total cost and efficiencies.
	· Job Profile


•
Receive, examine and process requisitions; prepare bid specifications and other necessary documents related to the purchase of supplies, materials and equipment; prepares requisition or locates source of supply, and places orders with appropriate bidder(s).

•
Compare costs and evaluate the quality and suitability of supplies, materials and equipment.

•
Interview and correspond with vendors; keep informed of new products and market conditions and trends.

•
Confer with and assists officials of all departments to determine purchasing needs and specifications.

•
Correspond with entities to ensure Customer needs are handled expeditiously.

•
Maintain records on purchase price information on both open market and contract purchases and revises these as conditions changes; obtains quotations on open market purchases.

•
Analyze purchasing trends to determine if an agency contract would benefit the Company as well as obtain the deal.

•
Managed all Export/ Import Cargo Handling Operation of all type of cargo in different ports in Middle East, African and Asian regions.

•
Co-ordinated closely with the Logistics & Business Development Team regarding Port formalities for export of all type commodities including dangerous goods, vehicles, spare parts, relief products etc.

•
Coordinated of the complete cycle of the products export and import. Ensure the pre and post shipments approval, arrival etc. Keep track records of all the shipment documents, reports and   operations regarding delivery of the product.

•
Responsible for the formalities regarding air and sea export import and dealing with Customs.

•
Tracking and tracing of our shipments between the cargo companies and our warehouse and clients’ delivery points.
	· Work Experience


	LMG General Trading LLC, Dubai
	Sep 2015 to Present


Asst. Procurement Manager
	Maitha General Trading LLC, Dubai
	Dec 2013 to July 2015


Buyer
	United Mercantile Resources FZC, Dubai
	Aug 2011 to Nov 2013


Senior Procurement Coordination Executive
	Western Auto LLC, Project Supplies, Dubai
	                    Jan 2009 to June 2011


Procurement & Logistics Executive

Clients: Major Oil & Gas Companies, United Nations (UNHCR, WFP, UNOPS, UNAMA, UNMISS, FAO, UNFPA), US Embassy, NGOs (IOM, PAE, Fluor) – In all African, Middle Eat & Asian Sectors
	Fromatech Ingredients, Sharjah
	Jan 2006 to March 2008


Customer Sales Service In-charge for GCC & Asian Region

•
Involved in consultative selling and provided help and advice to customers regarding the organisation's products;
•
Responsible for providing pricing and delivery information of products and confirming, processing and delivery of orders;

•
Ensured smooth processing and delivery of customers’ orders through in-depth analysis of customs and port regulations of various countries;

•
Coordinated with the production, finance and logistic departments regarding the customers’ needs and requirements and ensuring a smooth processing of the order;

•
Handled customer complaints or any major incidents, such as a customs issue or quality control issue regarding the products;

•
Collaborated with the R&D department in development of new products;

•
Handled monthly journal entries; analyze sales/marketing monthly expenses and sales representatives’ gross receipts; create spread sheets;

•
Maintained records of customer interactions and transactions;

•
Prepared cost studies and monthly billing calculations for contract customers;

•
Interacted with customers regarding delivery and follow up for payment of goods;

•
Created and maintained a database for maintaining customer records;
	Technical Editor - Team Leader, 
Domex e-Data Pvt. Ltd., Chennai, India
	June 2002 to Oct 2005


•
Understanding requirements and gathering requisite information about what is to be written.

•
Ensuring that the text follows guidelines for publication

•
Handling computerized & manual editing of journals related to Chemical compounds and reactions.

•
Identifying the target audience for the required documentation, their roles and the details of the information they need.

•
Liaising with editors, indexers and production departments to discuss the presentation of the article.

•
Organizing material and complete writing assignment according to set standards regarding order, clarity, conciseness, style, and terminology.

•
Reading & assessing final copy of the document.

•
Monitoring adherence to media law & regulations.

•
Distinction of setting up a quality control team for the verifications of the journals.

•
Key role in writing SOPs along with the training modules.
•
Researched and formulated a project which has been implemented;
•
Improved management of information systems through computer acquisition and process improvement strategies, in order to streamline administrative procedures;

•
Coordinated human resource function; supervised staff, responsible for decisions concerning hiring, performance evaluations, relevant training, and terminations;

•
Oriented new employees; provide information, advice and guidance;

•
Encouraged and promoted professional development activities for staff;

•
Initiated a performance evaluation system for staff;

•
Liaised with internal departments, senior management, external contacts, on behalf of the Department; acted as liaison for employer in numerous settings;

• 
Used Excel and Microsoft WORD to generate spread sheets and correspondence;

•
Used Access to design custom screens, generate reports, design menus and design program sub-routines;

•
Used Java programs for quality control;
	· Skills


· Good experience in working with SAP, Microsoft - Word, Excel, Access, Outlook, Visio and PowerPoint, ISIS Base & Draw Software. Working knowledge of Java programs and other software solutions.

· Over 8 years’ experience in procurement, sales support, customer service and administration

· Dealt with NGO’s, United Nations & Oil & Gas Companies
· Report Preparation and Documentation

· Records and Database Management

· Customer Service and Client Relations

	· Education


	Thiagarajar College of Engg / Madurai Kamaraj University, India
	2000 to 2002


MSc, Applied Chemistry
	· References
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