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Burhan 
Burhan.236373@2freemail.com 


Seeking a challenging opportunity in the Purchasing industry for personal and professional growth.


PROFILE
A result oriented professional with more than 3 years of experience in Sales and data entry with strong foot hold in business development, relationship management and deploying technology to build successful solutions.
· Strong understanding of the dynamics of franchise and company owned environment 

· Excellent short-term and long-range planning skills 

· Ability to make independent decisions 

· Effective verbal and written communications skills 

· Excellent public relations skills, math and analytical skills 

· Exceptional ability to work independently

· Immense able to multi-task and maintain confidentiality
· Excellent presentation skills



PROFESSIONAL EXPERIENCE



Worked with Comtech Group of Institutions as Procurement coordinator (JUNE 2014-FEB 2015) 
· Process purchase requisitions / orders within purchasing authority 

· Invite, assess, and award/recommend supplier tenders, bids, quotations, and proposals 

· Establish and negotiate contract terms and conditions, and maintain supplier relationships 

· Prepare and maintain purchasing records, reports and price lists 

· Work with internal and external stakeholders to determine procurement needs, quality, and delivery requirements 

· Assist in the development of specifications for equipment, materials, and services to be purchased 

· Administer contract performance, including delivery, receipt, warranty, damages and insurance
(     Reconcile or resolve value discrepancies 

· Comply with and maintain knowledge of applicable rules, legislation, regulations, standards, and best practices 

· Address staffing resource needs and supervise purchasing clerks 

· Develop and maintain constructive and cooperative working relationships with colleagues and management
Worked with Govt. office cantonment board as computer operator (JAN 2013-APRIL 2014)
 
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.

· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.

· Maintains data entry requirements by following data program techniques and procedures.

· Verifies entered customer and account data by reviewing, correcting, deleting, or re-entering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Tests customer and account system changes and upgrades by inputting new data; reviewing output.

· Secures information by completing data base backups.

· Maintains operations by following policies and procedures; reporting needed changes.

· Maintains customer confidence and protects operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed

Worked with Aegis Vodafone as customer service representative (April 2011 – March 2012)
· Answering product and service questions; suggesting information 

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following  up to  ensure resolution.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.


EDUCATION CREDENTIALS


· Bachelor’s degree in Commerce from Kashmir University – J&K
· XII from S.P Higher Secondary SCHOOL – Srinagar, J&K
· X from Iqbal Memorial School – Srinagar, J &k
· Technical Skills: One year diploma in computer’s from Kawa group of Institution.

Personal Details

· Date of birth

:  01-09-1990
· Nationality


: INDIAN

· Marital Status

: Unmarried

· Languages


: Arabic, English , Hindi , Urdu, Kashmiri,

I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.
