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To, HR Manager, 
Sub: Application for Procurement Supervisor
Respected Sir/Madam,  
Keeping in view the reputation of your esteemed organization in terms of grooming young experienced, work cultured & future prospectus has motivated me to apply for a post here.
I am looking for Sr. Procurement/Supply Chain Position.  

I have 11 years’ experience in Purchase Planning /Supply Chain/Drilling EPC procedure of the Industry.
Successfully Managed procurement & project close out:

· Valve maint. Project – assigned by BP- Iraq at Weir Oil & Gas

· CPS-1 CPS-5 (Pumping station) - assigned by BP Iraq- at weir oil & gas

· Instrumentation material for Gas Turbine at Markazia gas station – Iraq.

Presently I am working as a Sr. Buyer With Severn Glocon Group PLC, I have also worked as Sr. Project Buyer with Weir Oil & Gas for their Project with BP in Iraq, WEIR is one of the Worlds known Scottish origin co, just before my present service I have exposure in the similar field in Educational Technology Mechanical solution/ based in Dubai. I also have exposure in Oil & Gas Industry Project Equipment supply, & Project Management Consultant, based in SAIF Zone Sharjah.  
Most of my procurement experience is in the Oil & Gas Project sector, you will also note from my resume that I have spent a good many years in Local & Foreign procurement, resolving materials deficiency problems and project close-out, Improving Strategic procurement by analyzing the Quality Cost Delivery & Safety. 
I am confident the experience gained by me in interacting with the industry will help me in my future endeavors.
My Strengths are:
· Can communicate in English, Urdu, Hindi& Gujarati. (Knowledge of Arabic)
· Can Read & Write in English, Hindi & Workable Arabic. 
· Good in managing team & Leading Goal. 
· Experienced in handling Shipment & commercial documents 
· Good knowledge of UAE Iraq & Oman market & suppliers in oil & Gas Industry. 
· Effective  Negotiation Skill 
· Computer literate (excellent command on MS office package)
· experienced in Export/Import documentation & Logistic coordination 
· Knowledge of Customs law & Regulation in U.A.E.
· Valid UAE Driving License
· Interested in buying/Expediting/ Negotiation/Traveling
I have good knowledge and hands on experience in Operations and Purchase. I am confident the experience gained by me will help the organization which is a dynamic and growing industry, to establish dominant position in the industry.
Awaiting your favorable reply,

RESUME




Objective
Looking for the opportunity in reputed organization. Where I can utilize my experience and perform my responsibilities to achieves goals of the company by sharing my knowledge & using skills
Personal Trait
Take full responsibility of work assigned and successful completion Provide innovative ideas for the achievement of company’s goal.
Virtues
Ability to learn quickly, self-meditation, good communication & inter Personal skills
CAREER SUMMARY
From Feb-2015 till date 

Present Employment:
Seven Glocon PLC / Una Oil JV
Part of Severn Glocon group PLC, One of the leading valve solution provider & Gasket Manufacturer in Iraq.
Having offices & Valve manufacturing unit worldwide including U.K., India. & China.

Position:

Project – Buyer-Purchase in-charge
Roles & Responsibility: Sourcing all required material for project including equipment’s and machinery. 

Developing local vendors to minimize the delivery time. Providing entire support to project team. 
Handling logistics & import shipments. Coordination with Warehouse to stream line the stock. 
From Mar-2011 to Jan-2015

Employer: 
Weir Oil & Gas Co.–Jebel Ali – Dubai
One of the Reputed Globally known Scottish Origin co. Deals In repair & Manufacturing of Turbines Pumps, Valve & BOP units. Also Handles Oil & Gas Projects. Major Clients are DEWA, NB Petroleum Oman, PDO, ARAMCO Saudi, Schlumberger, Weatherford, BP, MJB, KNPC, Dubai Petroleum etc.
Position: 
Sr. Project Buyer (for Iraq Projects).
Nature of work: Worked as a part of supply chain division.
Responsibly working for delivering multi million dollars project by putting experience & efforts. Achieved

Successful competition of Valve Project in 2013 Assigned By BP. Reduced cost by 4% by negotiation the contracts

With vendors.  Handled entire procurement process up to final stage of delivery. Including shipping & logistics.

Vendor development. Expediting of orders, arranging export & import documentation.
Work Specialization:
Procuring electrical, instrumentation & control spares, Valve spares, Pump Spares & entire Mechanical Workshop material.  
Proficient in MS Office & Procurement software Movex, Tally, E-Mas, knowledge of SAP & Sales Force. 
Roles & responsibility: 
Effective negotiator for Quality Cost & Delivery with ability to analyze critical points in business deals.
Resolving material deficiency by setting up Min Max level. 
Establish contract base procurement for routine consumables
 Skilled in tracking & analyzing markets and identifying opportunities for delivering savings and improved supply chain performance.  Undertake suppliers’ categorization and segmentation based on spend and market complexity
From Feb-2009 to Mar-2011
Employer

Edutech Middle East
Company operating in supplying all kinds of Lab Equipments (mechanical, electrical & electronics to Universities, oil & energy Sectors & petroleum institute in entire Middle East. Our Major Clients, TOTAL Abu Bookush, S.S. Lootah, Higher College of technology, University of Sharjah, Petrofac, Qatar Petroleum & Foundation, Dubal etc.
Position:

Project coordinator (Foreign Purchase/Sales)
Nature of work: Order Processing, Preparing RFQ to Suppliers, coordination with client for technical &
Commercial requirement. Negotiating on delivery & payment terms, Arranging shipment & export shipping
documents timely, entire part of logistics up to the final stage of delivery. Invoicing to client & acknowledgement
follow-up. Updating data in company accounts (Tally) & ERP system.  
From 1-Sep-06 to 3 Jan-2009.
Employer,

Integrated Oil & Gas Services FZC –Sharjah UAE
Integrated Oil and Gas Services FZC. Operating in Project Management support and procurement support for various clients in Middle East and Africa. Major clients in Oman are PDO, Galfar, Special Technical Services L.L.C and GNPOC & NSF in Sudan.
Position,

Purchase Administrator (Exports Sales)
· Job Description,
Expediting and Logistic coordination/order follow up
· Nature of work: Expediting, coordination & correspondence with clients for their overseas projects in UAE,
· Sudan and Oman. The UAE working office is functioning procurement hub for other overseas projects. 
· Fully aware for the procurement procedure, supporting the Sr. Buyer with updated vendors list developed through the experience.
·  Follow up on after purchase order activities like – Documents for approval and forwarding after approval, follow up on agreed dates for in process and final Inspection. Material tracking, port clearance and forwarding through logistic support.  
· Administration, sales & logistic coordination, controlling the documents of Export & Import Shipments.
From: April 2004-Till August 2006
 Employer

Regal Traders, Dubai, U.A.E.
· Purchase Administrator
· Document presentation in chamber of commerce. For business activities.
· Preparing Contract for the Suppliers.
· Managing the delivery schedule of the material. Handling all the export & Import documents
· Preparing & processing of documentation related to customs.       
· Responsible for all Administration jobs –
· Preparation of Letter of Credit and Amendments.
To inspect the cargo & insurance at the port of landing by Air /Sea. Process Purchase Order by Considering the Quality, Cost & Delivery.
Correspondence 
To make relation between customer and supplier by Email or Telephone. To process letter of credit (L/C) and L/C clauses in Banks.
Qualification
· Board of Senior Secondary Education, Ajmer  (India)
In commerce (Accounts Business Administration & computer science 
· B.com II from M.D.S. University,  (India) 
· 6Sigma- Production System-Lean Production.

· Anti bribery code of conduct course from Weir University. 

Extra Qualification
   Computer (Course)
· Well command in M.S. Office Package Windows, MS. Excel, and M.S. Word. (knowledge of Tally Package)
· Worked in various software based on Power window & MS Access, SAP based Software.
Personal Detail
Date of Birth


07 October 1984
Nationality


Indian
Language Known

English, Urdu, Hindi & Gujarati (Knowledge of Arabic)
Driving License

Valid UAE & Indian

Interest



Traveling, to make new friends.
Visa



Employment Visa 
