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Objective:

Finding opportunity to excel in career, to enhance and develop  knowledge and work experience in a positive and constructive way in order to achieve success as well as carrier growth within the organization.
PROFILE IN-BRIEF

  QUALIFICATION
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  Bachelor of Arts from Agra University, Agra, India. Year 1992
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Senior School Certificate (Science Group) from Kendriya Vidhyalya Air Force Station, Agra, UP, 

            India.
EXPERIENCE
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  20th March 2002 till date (14 Years 7 months)
            Paris Gallery LLC
2010 till present Procurement Supervisor.
2007 till 2010
  Procurement Officer

2002 till 2007 Operations Coordinator
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  Jan 2001 till Dec. 2002
         Operations Executive, UTN TV (A Zee TV Network)
      [image: image6.png]


  Aug 1998 till Dec. 2000


Front Officer Administrator, Taj Residency Ahmedabad, India
PRIMARY JOB AND RESPONSIBILITIES
· Administration and Services

· Supervises, evaluates and directs the procurement activity of professional and technical personnel

· Supervision, writes and evaluates specifications and invitations to bid

· Prepares purchase orders through a computerized system and places orders for the purchase of goods and services

· Interviews vendors and evaluates their products and capabilities as suppliers

· Conducts research, evaluates findings, and makes decisions on procurement matters

· Resolves inquiries and complaints from the end user

· Reviews bid protests and prepares oral or written recommendations
· Acts as a liaison between Stores/ Departments and vendors

· Writes Requests for Management Action: Interprets contract provisions

· Reviews contracts to evaluate overall revisions, price, and past performance of each contract prior to bid or renewal
· Obtains price quotes from vendors and compares quotes with the specifications and availability of items

· Demonstrates continuous effort to improve operations, decrease turnaround times, streamline work processes, and work cooperatively and jointly to provide quality seamless customer service

· Issuance and maintenance of Services Level Agreements pertaining to monthly consumable supplies
· Communicate with all Store Controllers/Retail Managers/Area managers/HODs/Directors/CEO office with anything regards to Admin Services area.
· Coordinates and follows up with the Accounts dept. for the payment of supplier’s invoices.
· Ensure customer satisfaction for our staff & retail outlets who represent the internal customers for us, within the parameters of policies & procedures.
SKILLS AND ABILITIES
Knowledge of: 

· Assigned commodities and services including sources of supply, commodity markets, price trends, grades, and qualities. 

· Common business practices relating to the purchase, pricing, terms, shipment, taxes, and payment for commodities and services. 

· Contract administration principles. 

· Supervisory principles and practices. 

· Large scale purchasing methods and procedures. 

Ability to: 

· Perform a broad range of supervisory responsibilities over others. 

· Communicate orally in the English language with other City employees and the public in face-to-face one-to-one settings or using a telephone. 

· Enter data or information into a terminal, PC or other keyboard device to prepare purchase orders. 

· Work cooperatively with other Head Office Departments and the Stores. 

· Obtain appropriate commodities in a timely manner. 

· Comprehend and make inferences from material written in the English language such as laws, rules, ordinances, regulations, and procedures governing public procurement. 

· Work safely without presenting a direct threat to self or others. 

· Express ideas clearly while making oral presentations. 

· Practice necessary confidentiality code
CERTIFICATES
· Certified ISO 9001:2008 internal auditor.
· Reorganization for successful completion on Service Leadership Workshop by Ron Kaufman
PERSONAL DETAILS
Indian / Male / Date of Birth: 10th April 1972 / Married 
Languages Known:  English, Hindi, Malayalam and Arabic
Holding Valid UAE Driving License[image: image7.png]
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