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Currently in United Arab Emirates (On Visit Visa)     
Preferred Functions: Purchasing (Procurement & Supply chain)
Career Objective
To be a part of an organization with innovation and growth inductive environment where I could make the best use of my skills and knowledge for the mutual development and growth.

Professional Experience
Worked With ESSA FAHAD ALAWAD ESTABLISHMENT ( ESSA GROUP )  Contracting  Company Saudi Arabia (KSA)).

  Designation: Purchasing Officer.                                                        March-2011 to May 2015
   Job Description:
· Controlling all procurement activities for assigned Departments,

· Purchasing of Materials Based on allocated Purchase requisitions,
· Sending enquiry for RFQ,
· Discussing with the suppliers the technical specifications and finalizing the prices to meet the budgeting and cost control department,
· Preparing comparison sheet of the quotation received reflecting the technical and commercial conditions and submitting these reports to the Managements approval,
· Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures,
· Co-ordinate with purchasing assistant for Gate passes for Industrial City for drivers for smooth delivery,

· Ensuring timely delivery of ordered material,
· Liaison with warehouse to ensure wrongly supplied material rejected by quality is returned to suppliers and asks them to generate the material replacement report,
· Immediately co-ordinate with the supplier to replace the material,
· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time,
· Liaison with Logistics to insure overseas orders are collected from suppliers & also ensuring material is cleared by them from port,
· Developing and manage relationships with suppliers to ensure the availability of goods and services to the required quality, price and delivery,
· Maintaining adequate correspondence files for all orders purchase made by myself,
· Try and find new suppliers so as to widen the scope from which materials can be procured,
· Preparing order request, co-ordinate with the warehouse officer to maintain the inventory of all items. 
· Following the supplier’s payments to keep up the relation smoothly,
· Manage applications resulting from major tenders and Requests for Quotations (RFQs) and jointly with end user departments conducts analysis and make initial recommendations,
· Maintain complete updated purchasing records/data & pricing in the system using  excel & SAP,
· Execution and monitoring of all regular purchasing duties,
· Source for new parts, suppliers when the need arises.
Professional Experience (Previous)

Link Courier & Logistics, New Delhi 

Designation: - Sales Executive 

                             July-2009 to Feb 2011
Responsibilities

· Exploring new markets for the company in Delhi/NCR regions.

· Coordination with Shipper, Consignee, Carrier & Consolidator.

· Handling pre & post shipment documents for the movement of cargo.

· Handling export/ Import shipments, Sea (FCL/LCL) & Air as well.
· Rate negotiation with carrier as well as consolidator.

· Daily activity to track location and movement of shipments.

· Preparing MIS reports for logistics activities and update relevant department.

· Ensuring compliance with government regulations regarding environmental, safety and dangerous goods.

· Assisting in administrative duties as and when required.  

· Assigned the tasks of processing shipments of materials and equipment like confirming of delivery as well as liaise with shipping vendors 

· Supervising document check and receipt of cargo during the respective shift.
· Ensuring load plan received flight-wise from Airlines for Air Shipment.

· Supervising stuffing of cargo at ICD’s for LCL.
· Following up with Customs for factory stuffing

· Identifying areas for productivity gain & continuous improvement for company.
· Developing logistics contingency plans and carry out methodologies and tools to enable effective execution of logistic plans 

· Ability to prepare additional training to achieve high working standards 

· To play an active role in planning and managing special logistics operations.       
Zenith Education Center, New Delhi

PR Executive





                  July 2006 to June 2007
RESPONSIBILITY:-

· Executing marketing & other promotional activities in the assigned territory  for overall growth of business

· Coordination between sales teams for executing product display and promotions.

· Arranging Demo’s and Workshops in Schools and Institutions.

Professional/Educational Qualification 

· MBA (MARKETING & INTERNATIONAL BUSINESS), from K R MANAGALAM UNIVERSITY New Delhi, with 1st Division, 2009.

· Graduation from. Jamia Millia Islamia (A Central University), New Delhi 2003-06.
· Intermediate Sc. (XII) from B.I.E.C,Patna ,2002

· Matriculation (X) From BSEB, 2000.
Areas of Interest

· Purchasing (Procurement & Supply chain) 
Strength

· Excellent Negotiation Skill
· Excellent learning ability, Optimistic, Self motivated

Notable Accomplishment

1 Class Representative for JAMIA MILLIA ISLAMIA 2003-04

2 Class Representative for JAMIA MILLIA ISLAMIA 2004-05

3 Class Representative for JAMIA MILLIA ISLAMIA 2005-06

4 Cricket Captain for           JAMIA MILLIA ISLAMIA 2004 & 2005

5 Joint Secretary for History and cultural committee JAMIA MILLIA ISLAMIA 2005-06. 

.

· Summer Training/Project Undertaken

· Hitachi Home & life India Ltd.   (Two months internship.
· PROJECT TITLE:  Consumer Behavior in  AC’S market.

Hobbies

· Surfing internet, playing cricket and watching sports.
Computer Proficiency

· SAP knowledge(Purchasing Roll & Applications )
· Diploma in computer application from M.C.C Computer Education from Patna in 2003

· MS Office (MS Word, MS Excel, Power Point)

Languages Known

· English, Hindi and Urdu (Can Speak, Read & Write Proficiently). ARABIC
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