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Procurement & Logistics
DESIGN & Display Materials LLC, Dubai. (2021 to current working)

● Coordinated with the customers regarding the status of their cargo and to accommodate their enquiries.

● Responsible for arranging import and export documentation and customs clearance.

● Handled all reception duties including phone call inquiries, incoming/outgoing faxes, mails and couriers.

● Prepared business correspondence, document filing and other administrative office duties.

● Check the draft documents (BL, Invoice, Packing List, COO and Insurance Certificate)

● Coordinate with the forwarder to ensure shipping documents are sent to customers before the arrival of the shipment.

● Verifies purchase requisitions by comparing items requested to master list; clarifying unclear items; recommending

   alternatives.

● Forwards available inventory items by verifying stock; scheduling delivery.

● Prepares purchase orders by verifying specifications and price; obtaining recommendations from suppliers for

● Substitute items; obtaining approval from requisitioning department.

● Obtains purchased items by forwarding orders to suppliers; monitoring and expediting orders.

● Verifies receipt of items by comparing items received to items ordered; resolves shipments in error with suppliers.

● Authorizes payment for purchases by forwarding receiving documentation.

● Keeps information accessible by sorting and filing documents.

● Provides purchasing planning and control information by collecting, analyzing, and summarizing data and trends.

● Updates job knowledge by participating in educational opportunities.

● Accomplishes purchasing and organization mission by completing related results as needed.
● A Cost Accountant, or Cost Analyst, is a financial professional who’s responsible for assessing business expenses and   preparing optimized budget plans for their employer.

WORK EXPERIENCE
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Purchase & Administrate Executive
GGI RETAIL GROUP, Dubai (2014 to 2021)
Achievements/Tasks
· Maintaining relationships with suppliers and establishing new contracts with vendors.

· Sourcing and negotiating with suppliers and vendors to ensure the best quality and price of the products.

· Managing the purchasing and logistics of the products.

· Monitoring inventory and liaising with suppliers and distributors.

· Managing all administrative tasks such as purchase orders, stock control, and logistic documents.

· Assisting with marketing and sales strategies.

· Generating and presenting analytical reports such as market research, price comparisons, and cost analyses.

· Reporting any issues with suppliers, logistics, or products to the supervisor.

· Keeping abreast of competitors and the new products on the market.
· Verifies purchase requisitions by comparing items requested to master list; clarifying unclear items; recommending alternatives.

· Conducting market research on consumer and product trends.
Eurotech Fzco, Jebel Ali, Dubai.
Purchase assistant

10/2008 – 03/2013

Achievements/Tasks
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Monitor stock levels and identify purchasing needs
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Research potential vendors
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Track orders and ensure timely delivery
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Update internal databases with order details (dates, vendors, quantities, discounts)
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Conduct market research to identify pricing trends
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Evaluate offers from vendors and negotiate better prices

[image: image43.png]


Maintain updated records of invoices and coasts
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Follow up with suppliers, as needed, to confirm or change orders
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Liaise with warehouse staff to ensure all products arrive in good condition

	EDUCATION
	
	

	B.Com
Osmania university, Hyderabad
	
	

	2005
	
	Hyderabad, India

	TECHNICAL SKILLS
	
	

	Microsoft Office - Word, Excel, PowerPoint & Outlook
	
	

	LANGUAGES
	
	

	English
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Telugu                            [image: image8.png]
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	Hobbies and Interests
	
	

	I like traveling, and Cooking. 
PROFESSIONAL REFERENCES 
	
	

	Nationality                        : Indian

DOB                                 : 03.05.1985

Marital status                  : Married 

Driving license                : UAE  

Visa Status                     : Employment Visa
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HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation
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Providing Professional Services to Employers since year 2002

Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed
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Hiring & Document Processing of Skilled Workers from Philippines

First Impression Management Consultancy (Est. Since year 2002)
Office No 568, Dynamic Business Center, Abu Baker Siddique Metro Station, Dubai, UAE
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ANUP P BHATIA www.abeis.in / contact@abeis.in
IT CONSULTANT WhatsApp: +971504753686 / +919979971283

INDIA: 203 Shree Balaji Heights, C G Road, Ahmedabad, Gujarat, India
UAE: 568 Abdullah Kambir Business Center, Abu Baker Siddique, Deira, Dubai
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Purchase & Logistic CV


Results-driven, detail-oriented, hard-working to obtain a Procurement position with a dynamic company to use my skills to develop, motivate, lead to enhance growth and proﬁtability. To apply my organization, attention to detail, and interpersonal skills to your company to exceed the goal and increase productivity. While following all company policies I take pride in working towards improving operations, being a team player, and upholding the mission of the company.








+971-505657275








 Dubai, United Arab Emirates





SKILLS


Business Operates	Shipping & Ordering	Inventory Control	Purchase Orders	Training and Coaching Staﬀ





Relationship Building





Business planning operations





Project Management





Customer Service





    Enquiries





Forecast





Retail Administration





Enterprise Software





Exceptional Customer Service





Leadership
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