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OBJECTIVE:

My desire is to find a stable yet challenging position in a professional environment in which to learn new technologies and skills while utilizing my previous experiences to improve beyond my current abilities 
SKILLS:

	SKILLS
	EXAMPLES

	DECISION MAKING
	· Choosing the best product keeping in mind the budgetary constraints.



	PROBLEM SOLVING
	· Tried to find the alternate product in case the regular product was not available.



	ABILITY TO WORK IN A TEAM ENVIRONMENT

AND ON OWN INITIATIVE
	· Work closely with project managers & Account leads to ensure accurate costing and pricing of proposals.

· Coordinating with and reporting to Managers, Corporate GM and DIRECTORS. 

· Setting up the department according to the requirement of the organization.

	NEGOTIATION
	· Negotiated prices with suppliers to buy products within the allocated budget without compromising on quality.

· Negotiated with suppliers for contracts (monthly, half yearly & annual contracts)




WORK EXPERIENCE:

Around 17 years’ of experience in Purchasing, Accounts, Cost Controls & Stores.

	COUNTRY
	COMPANY
	DESIGNATION
	PERIOD



	DUBAI

	COFFEE PLANET
	Purchase Officer
	September 2015 Till Date



	QATAR
	AL  MANHAL WATER FACTORY, Nestle Waters
	Purchase Officer
	June 2013 to July 2015

	

	INDIA,

CHENNAI
	Pride Group of Hotels


	Assistant Purchase Manager
	January 2013 to May 2013

	
	Comfort Inn Marina Towers Hotel


	Assistant Purchase Manager
	May 2007 to November 2011

	
	Radisson Hotel


	Assistant  Cost Controller
	July 2001 to June 2002

	
	
	Purchase Assistant
	July 2000 to June 2001

	
	
	Stores In charge
	June 1999 to June 2000

	

	DUBAI
	Flora Group of Hotels


	Assistant Purchase Manager
	December 2011 to September 2012

	
	One &Only Royal Mirage Hotel

.

	Purchasing Officer
	November 2005 to March 2007

	
	One & Only Royal Mirage Hotel


	Assistant  Cost Controller
	October 2002 to October 2005


EXPERIENCE IN PROCUREMENT AREAS  
· Conduction research via internet, catalogues to identify potential suppliers

· Working closely with warehouse teams, trade counter people and mail order staff to keep an eye on what’s selling and what’s not.

· Generating and implementing purchasing strategies. 

· Managing purchase requisitions till goods receiving. 

· Preparing purchase order and subcontracts.

· Responding to internal and external suppliers enquiries.

· Managing exiting vendors and supplier relationship.

· Approving bills of payment.

· Having meeting with potential suppliers and negotiating price.

· Monitoring returns, damage replacements and warranty claims.
· Working on Strategies on cost benefits for the company.

· Handling international shipments, assigning various agents for carrying out those shipments.

· Coordinating with finance for timely payments.
· Planning daily Supply Chain Schedules according to the Management’s requirement.

· Coordinating with Team for both local and International Markets Client’s   requirement.

· Responsible for the Import & Export Functions of the Company.

· As a Team Member Coordinating & Managing  a Team of 25 Members of Supply Chain & Logistics Department along with the guidance of manager.
·  Overall Coordinating with all the departments for the timely requirement and meeting deadlines.    

Responsible Areas:
· Purchase Functions

· Supply Chain & Logistics
· Warehouse Functions

· Fleet Management

EXPERIENCE IN ACCOUNTING AREAS

· Coordinating with the Auditors for the timely completion of periodic audits. 

· Coordinating for the duties and responsibilities of the Finance and Accounts departments to ensure all job functions are performed effectively and in accordance with the company’s standards and owning to company policies and procedures.

· Assist in developing Department Heads so that they may take more responsibility for forecasting their department’s operating and financial performance.
· Suggestions on strategies aimed at cost minimization and maximization of revenue opportunities.

· Ensure compliance with legislated health and safety requirements within the workplace. 

EXPERIENCE IN COST CONTROL:

· Creating master data in systems according to various over groups defined.

· Preparing month end reconciliation reports.



· Costing for various outlets.

· Setting up par stock for the outlets as per their requirement.





· Everyday issues to the outlets for control purpose.

· Preparing month end shortage excess report for various outlets.

· Preparing monthly Sales mix report. 

· Coordinating with the stores and purchasing for various verifications.

· Experience in monthly stock taking, half yearly and annually for all the stores.

EXPERIENCE IN ADMINISTRATION:

· Ensured the provision of administrative support and services for the organization.

· Verified the Contracts and Purchase Orders of Various Suppliers on periodical basis.

· Giving suggestions to the Team for the improvement of smooth operations of Business.

· Preparing formats like Purchase orders, Purchase requests, etc.          

· Updated all the Supplier Bills by passing through system.

· Cross Checked the Supporting Documents required for the Bills before Updating.

· Prepared monthly related reports.

EXPERIENCE IN COMMERCIAL AREAS

· Developed, operated and maintained commercial systems and procedures to meet the needs of the organization.

· Customs Clearance by coordinating with authorized clearing agents

· Manage and report on progress in relation to Capital Projects Approval and spending.

· Experience in IMPORT PURCHASE.

· Coordinating and Planning the Import Purchase of Various Chemicals required yearly.            

· Procured all the raw materials and products required for the operation of the Organization from Local and International Markets.

· Making of purchase orders and contracts for the local and overseas suppliers.

· Preparing of project related purchase orders and small operating expenses (SOE) Purchase orders.

· Following the purchase procedures set by the organization.(Nestle)

· Procured all the products required for the operation of the Organization.

· Prepare Supplier Evaluation Reports in coordination with End user Department.

EDUCATIONAL QUALIFICATION



· B.Com

· MBA- FINANCE

COMPUTER KNOWLEDGE


SOFTWARE PACKAGES
>
MS – Word, Excel.
WORKING PACKAGES

>
MICROS – FIDELIOS, HMS, 





MC-MATERIAL CONTROL 






IDS – PACKAGE

                                                                           TALLY PACKAGE

TRAINING PROGRAM UNDER WENT 




· Attended the Training for Professional Development Program on Stores & Purchases conducted By S.I.H.R.A. at Radisson Chennai (South India Hotels & Restaurants Association).

· Attended the Training program on FINANCE, by S.I.H.R.A. at RESIDENCY HOTEL CHENNAI.

EXTRA CURRICULAR ACTIVITIES


Sports


>
Basket Ball, Carom 



Interest in 

>
Driving, Travelling, Music & Movies

PERSONAL INFORMATION



Date of Birth


> 22- October- 1976
                              Driving License                               >           Valid UAE & Qatar Driving License 


Marital Status


>
MARRIED 



Nationality


>
INDIAN




Languages Known                           >
English, Hindi, Tamil & Urdu

                              Visa & Validity                                 >
Visit Visa 
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