	
	Ejaz 

	
	Procurement & Purchasing Officer

	
	

	Nationality: Pakistan
	Date of Birth: 16/11/1977

	City of Birth: Rawalpindi
	Country of Birth: Pakistan

	Ejaz.143889@2freemail.com 

	

	
	
	   


[image: image36.jpg]



[image: image1.jpg]


 Objective
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Supervised by the Head of Procurement & Purchasing responsible for all procurement activities for the organization. Provide advice, assistance and follow-up on procurement, procedures, and contracts.
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 Education

	Jan 1998 - December 2000
	Rawalpindi
	

	Govt. Degree College Satellite Town
	Intermediate
	

	
	Mass Communication & Arts
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 Work Experience

	August 2013 - Continue
	Procurement & Purchasing Officer

	Bin Hafeez Establishment & General Contracting (BHE)
	Abu Dhabi UAE


· Source and negotiate always for the best purchase in terms of quality, price, terms, deliveries and services.
· Coordinate with user departments and suppliers in the purchasing scope of work.

· Support Estimation department by obtaining quotations for tender purpose.
· Collect quotations, prepare bid tabulation and issue purchase orders in accordance with the details given in the MRs.
· Responsible for the preparation and execution of the purchase orders in line with company policies and procedures.
· Monitor and coordinate deliveries of items as per the purchase orders' delivery schedule.
· Maintain inventory levels of materials in consultation with user departments.
· Generating and implementing purchasing strategies.
· Managing purchase requisitions and orders.
· Preparing purchase orders and subcontracts.
· Managing existing vendor and supplier relationships.
· Responding to internal and external supplier inquiries.
· Having meetings with potential suppliers and asking them searching questions.
· Monitoring returns, damage replacements, and warranty claims.
	July 2003 - August 2013
	Sr. Officer Material Management

	Pakistan Oilfields Limited (POL)
	Rawalpindi, Pakistan


· Inventory stock evaluation on monthly basis to maintain sufficient inventory levels in stock to meet the requirement.
· Indenting of material for local and overseas items through ERP (Enterprise Resource Planning) inventory management system.
· Preparing comparative statements of quotations for evaluations.
· Preparing Purchase supply order (LPO/PSO) for procurement.

· Review requisition orders in order to verify accuracy, terminology, and specifications.
· Establish a tagging system.
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 Language Skills
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 English
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 Arabic
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 Urdu
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 Punjabi
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 Hindi
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 Technical Skills
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 Time Management / Self Motivated / Self Starter
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 Problem Solving
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 Result-orientation / Planning & Organizing
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 Accountability
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 Attitudes and Ethics
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 Team Work / Collaboration
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 Expert negotiation capability
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 Experience working in a multi-cultural environment
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 Cultural Awareness and Sensitivity
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 Excellent Communication
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 Excellent Analytical
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 Strong Coordination and time Management
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 Process Oriented and well organized
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 Strong operation management
[image: image25.jpg]


 Ability to work in Challenging Environment
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 Computer Skills
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 ERP & Oracle
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 CMMS
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 MS Office
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 Internet
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 Email
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 Windows
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 References
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 Will be provide on demand
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