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	Career Objective

	
	Seeking an opportunity to utilize my technical and logical skills to contribute to the growth and development of the company and hence build a professional career for myself.



	Areas of Expertise 

	
	· Sourcing and Procurement

· Asset Management
· Software Licensing

· IT Purchases

· Purchase Order Creation

· Maintenance

· Working on Emails

· Procurement Match Exception

· Open Order Management

· Vendor  Relations and Contract Analysis

· Vendor and Carrier Performances
	

	
	

	Professional Experiences

	Senior Officer – Talent Acquisition                                                                                              March 2010 – Till Date


	Company :  HCL Technologies                                                                   March 2011 to  Jan 2015
Client       :   Insight (US based Hardware and Software distributors)
Role          :  Procurement Specialist

Responsibilities

· Preparing Pricing quotations, placing Purchase Orders received from the customers and ensuring the product is shipped on time.
· Interacting with various US & Canada customers for Credit card information and following up with other process related queries to meet the customer needs.
· Updating the customer about the status of their request through mail and calls on daily basis.
· Processing EDI (Electronic Download Interchange) Orders.
·  Interacting with our US Counterparts and customers on a regular basis to cater their needs by suggesting the best software package available and which suits their requirements and co-coordinating amongst various sub-processes within the organization (Procurements, Customer Data team etc).
·  Generating reports on  customer's request, sending License renewal notification to the customer
· Responsible for end to end procurement beginning with order placement and concluding with final

               order delivery while coordinating with vendors to ensure orders are free for payment
Technical Skills 
· Operating Systems in Windows-XP, 98,2000, Vista, 7.
· Extensive exposure on Microsoft Office in Excel, Word and PowerPoint.
· Better understanding of Internet technology.
· SQL 

Achievements
· Best performer award for being a part of process transmission team in simplifying the process and helping the team in clearing huge volumes as a process expert.
Strengths

· Good Team Player and ability to lead team.
· Analyzing and solving a problem by identifying the elements and relationships of a problem in a systematic way and identifying logical casual links.

· Quick learner, who rapidly become familiar with any new environment.

· Interest in learning and assimilating new trends and technology.


	
	

	Personal Information

	


DOB:                                                    01/11/1989






Nationality                                            Indian

Marital Status                          
  Single

Languages Known:

              English, Hindi, and Malayalam.
Visa Status:


              Visit visa (available to join immediately)
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