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Vidyadharan Babu
PO Box 25263, Abu Dhabi

United Arab Emirates
Mob:+971 50 4546285
Email: 
babu1uae@yahoo.com
Dated:  31 August 2015
Profile:Qualified and experienced in Procurement-Purchase, Logistics-Supply Chain & Administration and Operationsfor 28 years.Expertise in office management, administration, providing secretarial support, self corresponding, legal follow up, accounting support, event managing, supporting senior managers, organized, controlling and scheduling jobs.Through knowledge of technical and non-technical items. An independent hard worker, reliable, responsible, punctual, work in a pressurized environment & effectively prioritize job responsibilities.A dedicated team player and trust worthy colleague, capable of dealing with constant challenges and leading changes.
Skills:Time Management, Problem Solving, Analytical, Negotiation and ability to work under pressure.
Career Progression:
28 Years
From March-2007- Till Date:Alpine Bau Deutschland AG., Dubai & Abu Dhabi - UAE.
Activities:
On Shore &Off Shore, Oil & Gas,Energy, Construction,Contracting&Civil Engineering.
Major Projects in UAE: Buildings inADNOC& Borouge in Ruwais, Abu Dhabi &Cricket Stadium in Dubai Sports City, Dubai.
Position:
Procurement-Purchase&Logistics Officer.
Job:Provide supervision and leadership to the team. Responsible forProcurement-Purchase of materials, components, supplies & services. Sourcing & selecting of vendors, negotiating terms & conditions, reviewing and clarifying purchase requests, recommending for award, execute purchase orders, expediting & manage changes of orders, claims, back charges, service agreements & subcontracts. Control on warehouse / stores & logistics.Supply chain supports. Evaluate suppliers in terms of commercial & technical requirements. Engage in establishing and maintaining strategic business relations with suppliers. Holdfinancial responsibilities of procurement department. Ensure proper time management to prioritization of tasks.
Nov 2000-Feb 2007
Imdad Medical Co. Ltd., FZCO in Dubai Airport Free Zone, Dubai, UAE.
Activities: 
Import,Export,Local Supplies and Servicesof Medical Equipments, Skin Care Laser, Dental and Cosmetics products.
Position:
Purchase&Logistics-Supply Chain Executive

Job: Execute Import, Export& Customs clearance, Warehousing & Transportation.
Aug 1999 – Oct 2000
Cactus Advertising, Dubai, UAE
Activities:
Printing and advertising company.

Position: 
SalesCoordinator
Job: Customer Services, Sales Coordination. etc.
Feb 1995 – Jul 1999
Al Tohama Building Contracting Company LLC, Dubai, UAE
Activities:
Construction &Contracting Company.

Position: 
Office Administrator
Job: General Administration, Material Purchases& Cash & Bank handling.
Apr 1993 – Jan 1995 
Pearl Motors Engineering & Fabrication Works, Dubai, UAE
Activities:
Automobile Repair & Service, Engineering & FabricationContractsworks.
Position: 
Office Administrator
Job: General Administration, Material Purchases& Cash & Bank handling.
Nov1985 – Mar1993
Patel Road Ways Ltd., Pune, India
Activities:
Fleet Owners, Road Transport and Logistics Company.
Position: 
Supervisor
Job: General Administration, Sales Coordination &Cash & Bank handling
May 1985 – Oct1985
Suseta Chemo PharmaPvt. Ltd., Bombay, India
Activities:
A Pharmaceutical Company, manufacture of raw material for pharmaceutical companies.
Position: 
Secretary
Job: Secretarial Support to the Management& Cash & Bank handling
Proven Job in Details:
· Handle Local &International purchases and preparation of Purchase Orders.
· Bid enquiry of products/services, obtain of quote, negotiation with vendors&finalization.

· Follow up with vendors for the goods until delivery to the store / end user to ensure on time delivery. Warehousing and stock inventory. Develop vendors’ data base.

· Liaise with internal & external departments.
· Preparation of sub-contracts, negotiationand finalization.
· Handling of Cash and Bank Transactions.
· Deal with manpowersupplier, catering companies& labour and staff camp authorities, rental equipments/cars/vehicles.Control plant & machineries, fleet services & repairs.

· Commitment to ensure Quality & HSE issues on priority basis.

· Handle Customs Clearance,Import & Export and LC Documentations.

· Handling job related to attestation from Chamber of Commerce & Industry, Ministry of - Foreign affairs and Consulates etc.Public relations works.
· Shipment follows up with forwarders and Airlines.

· Claimsfollow up with forwarders, Airlines &Underwriters.

· Manage all the administrative duties including correspondence and communications.

· Itinerary arrangement includes hoteland visa arrangements for guests and staffs.
· Prepare agendas, attend meeting and take minutes of meeting and reports to the Management.

· Manage calendars, schedule meetings, type/edit reports, forms, offers and documents. 

· Customer support and services.
Certifications &Qualifications:
CPPM-Certified Professional Purchasing Manager -American Purchasing Society (APS), USA
CPP-Certified Purchasing Professional - American Purchasing Society (APS), USA
Advance Purchasing and Procurement Trainingat Blue Ocean Training & Consultancy, UAE
Bachelor of Commerce from University of Calicut, India 

Computer Course MS Office, Outlook & Internet from NIT Computer Institute, Dubai, UAE 

Daceasy Accounting Course from NIT Computer Institute, Dubai, UAE 

Certificate of Participation in “Emotional Intelligence at work place” a Training workshop by Emirates Charted Accountants LLC., Dubai, UAE
Computer Course Dos’ & Windows from Up-Tech computers, Kerala, India 

Typewriting Lower & Higher speed & Short Hand speed writing from Government of India 

Radio Engineering Certificate Course from RP’s College, Kerala, India
Others:HolderofLight VehicleDriving License since 1995 from UAE & India.
Personal Details:
Nationality

:Indian,

Marital Status:Married,

Age
: 49Yrs
Languages Known
: English,Hindi, Marathi, Malayalamand Arabic
Visa Status

:Employment

Interest
:Browsing, Gym,Visit events / Exhibition,AttendsTrainings etc.
Joining Time

: Immediately available
Reference:Mr. Kai Vogt: +97143888028, Mr. Harold Seele/Mr. Juergen Leschke:+97128951600 (Alpine), Mr. Tahseen Rifae: +971504551367 (Imdad)
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