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Procurement / Logistics Coordinator
Career Aspiration
A hardworking, pro-active Procurement/Logistics Coordinator,with an upbeat and positive attitude, who is looking foran opportunity to make a big difference in a business, that is moving forward. Possessing a track record of achievements and a proven ability to manage the vendor / supplier base to reduce lead time and cost where ever possible. Results driven and able to use initiative to develop effective solutions to supply chain problems, whilst having a active and dynamic approach to work and getting things done efficiently. 

Looking for a suitableposition with an exciting and ambitious company, that offers genuine room for progression.
Employment History
Coatings U.A.E (LLC) - Dubai
Material Admin & Purchase Coordinator                           Jan 2010 – till date
Responsible for organizing and maintaining a central facility for all purchases of goods, services and contracts on a best price or best quality basis. Also ensuring the smooth supply of material, consumables and equipment to the company.  

Duties:

· Controlling the purchase and supply of all procured items 
& services.

· Negotiating price and terms of products with suppliers. 

· Managing, developing & improving the purchasing team. 

· Benchmarking performance of the Supply Chain. 

· Establishing terms, pricing, quality requirements, delivery
&contracts.
· Adhering to all company policies with particular regard to 
accounting procedures.

· Administering the online purchasing systems. 

· Reviewing all contracts/agreements to achieve ‘best 
price/best quality’ purchasing.

· Preparing & processing requisitions, purchase orders &
Invoices for purchases.
· Giving sourcing input to colleagues to aid business planning &
development.
· Making recommendations & advising senior management on 
all purchasing issues.

· Maintaining records of supplier contracts, agreements, goods 
ordered received.

· Managing vendor relationships and building effective supply 
chain partnerships.

· Other spends categories include: marketing, HR, professional 
services, catering, uniforms, other facilities.
Logistics In charge                                                    March 2004 – Dec 2009
Responsible for all documentation process 
 Duties:

· Make order as per the request from the customer.

· Give information regarding their orders and direct communicating
with the customers.
· Act as a main point of customer contact.

· Manage liaison with suppliers and origin stations.

· Liaison with different departments within the company to facilitate
shipments.

· Follow up with the Freight Forwarders.

· Provide transportation information & manage billing information.
· Updating the monthly sales report to the manager.
· Coordinating with production and purchase manager.

· Evaluate generating purchase orders, stock adjustments and, stock

control.

· Updating the price in the master.

· Negotiating the price with the forwarders.

· Confirming with the monthly invoice and stock control.

· Coordinating with the banks in regards with the letter of credit.
KEY SKILLS AND COMPETENCIES

· Ability to identify and implement new procedures and processes.     
· Have strong oral and written communication skills. 

· Vast experience of working with a range of external suppliers. 

· Excellent judgment and decision making.

ACADEMIC QUALIFICATIONS
Bachelor of Commerce (B.Com), From BombayUniversity India Year: 2001
I hereby declare that all the particulars stated above are true and correct to the best of my knowledge and belief and nothing has been concealed therein.






AREAS OF EXPERTISE





Negotiation


Supply chain 


Material supply solutions 


Tenders / Estimating 


Vendor identification 


Project management 


Supplier relationship 


Management


Contract management


Trouble Shooting


Purchasing & Planning


Inventory Management


Dispatch & Distribution





PERSONAL SKILLS


Attention to Detail


Goal Orientated


Methodical








PERSONAL DETAILS











Date of Birth:5th Feb 1980





Driving License: U.A.E Valid Driving License. 





Nationality: Indian











