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	Career Summary


	I have over six year diverse experience of managing and completing procurement cycle in minimum time period. Procurement function includes but not limited to obtain right material in right quantity, quality & price and from the right source. My area of expertise includes tender enquiries preparation, bids evaluation, purchase order placement, contract management & procurement planning, handling post order issues, import documentation & letter of credit procedure, negotiation over price and other commercial terms are also key factors being looked after. New vendor development and vendor’s evaluation are given due importance.  Furthermore, I have proven ability to manage staff and perform as a liaison among different departments to ensure that procurement goals are met. 




	Work Experience
	Executive Officer Procurement – Sui Northern Gas Pipelines Limited – Pakistan        Feb,2010 till date
· Analyze requisitions with respect to specifications, funds, stock etc.

· Responsible for implementation of procurement cycle, supply/ demand alignment and supplier performance.
· Preparing tender enquiries documents with respect to product requirement, estimated cost, advertisement scope, earnest money, performance bond etc and then sending potential vendors for enquiring competitive bidding.

·  Responsible for commercial evaluation of bids, seeking clarifications and quotations compliance with tender enquiries terms as well as procurement rules.
· Act as liaison among vendors, stores, inspection department, account etc.

· Preparing complete case for obtaining approval of purchase order / contract from competent authority.
· Obtaining and maintaining validities of financial instruments like earnest money, performance bond as per contract.
· Follow-up of supplies on daily basis to ensure timely deliveries as per schedule stipulated in the contract.

· Handling post purchase issues e.g. material distribution in case of bulk supply covering requirement of more than one department, material replacement, recovery of claims including late delivery charges if occurred etc.
· Organizing and presenting cases having disputes, claims, law suits, arbitrations and grievances of vendors to Law Department and top management.
· Continuously monitoring, evaluating and improving supplier’s performance.

· Preparing and presenting daily, weekly status of tender enquiries, purchase orders, supplies and material stock position to top management.
· Experienced to prepare Import documents and letter of credit. 
Management Trainee – Bata Pakistan

April, 2009 – December, 2009
· Learned the retail operations during six month in house training.
· Managed Inventory and stock of allocated brands.

· Independently managed visual merchandizing, display of five assigned shops.
· Responsible to identify dead stock and defining their movement strategy.  

· Prepared weekly reports on sales trends, stock viz-a-viz display ratio, category analysis and competitor analysis.
· Searched new shop locations through conducting surrounding analysis, negotiating with landlords and then presenting final proposal to top management. 

Officer Grade-II – Askari Bank Limited, Pakistan

July, 2008 – March, 2009
· Attended workshop and on job training regarding operational banking.

· Managed account opening and cheque book issuance.
· Handled ATM operations like card issuance, machine replenishment, balancing ATM statement etc.

· Worked at inward / outward clearing, foreign remittances and online fund transfer.




	Education
	Master of Business Administration                       
                August 2006 – May 2008

Institute of Business Administration, Pakistan


	Interests
	 Opinion reading, book reading, watching movies and socializing with friends


	Computer And 
Language Skills
	· Effective interpersonal communication abilities.
· Ability to meet deadlines and juggle multiple priorities.
· Strong analytical, critical and creative abilities.
· Proficient in English, Urdu, Hindi, Punjabi.
· Experience with social media and internet research.

· Mastery of Microsoft Office programs (Word, Excel, PowerPoint) 




	Personal Detail

	· D.O.B                      January, 1983

· Nationality            Pakistan 
· Marital status       Single 
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