First Name of Application CV No 1624770
Whatsapp Mobile: +971504753686 

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




To get contact details of this candidate Purchase our CV Database Access on this link.

http://www.gulfjobseeker.com/employer/services/buycvdatabase.php
To
THE MANAGER,
Respected Sir
I can describe myself as a highly motivated person with positive attitude towards work and possessing strong work ethics. A person who treats work pressure as a challenge, possesses inter-personal skills, and enjoys meeting and dealing with people. An adaptive person who is always striving to learn and improve upon existing skills.

I am having 13 years of experience in purchasing department and 12 years in Shipping Department.  I bring with me commendable knowledge in the fields of procurement, sea freight, and administration field.
I herewith enclosed copy of my CV for your kind perusal .If my abilities meet the needs of your company requirements; I would greatly appreciate the opportunity of speaking with you personally at your earliest convenience. Thanking you for your time.

Looking forward to discuss more about myself and my work if called for an interview.

Sincerely,

Seeking a position as a buyer/procurement agent where my ability to think outside of the box, multi task along with working effectively in a high pressure environment with attention to detail could be utilized.
PROFFESIONAL SUMMARY
· Exposed to multinational work environment and interaction with cross cultural work force.

· Possess strong organizational and communication skills.

· Work well independently and as a team member

· Highly capable of successfully contributing to organization

· Able to build and  maintain solid business relationships with people at all levels

· Highly trainable, fast learner. Adapt well to changes and pressures in the work place

· Extensive computer skills from end user products to various networking platforms

· Ambitious, hardworking and committed to excellence.
Skills I bring to the Work place:

•Good listener

• Strong customer service skills

• Multi tasker

• Excellent Communication Skills

• Well organized

• Conducts work incompliance with office guidelines and polices

EDUCATION:
1984-87


:
(B.Sc) Mathematics

from Guru Nanak College, Chennai


June1987- Dec 88       :           Diploma in Computer Application in Business at







Loyola Autonomous College, Chennai.


Feb 89 to Apr 89
:
Completed a course on Data Entry in First Class






 On IBMPC Key Board.  (10,000 Key Depressions per Hour)


Aug 95 to Nov 95
:
Completed a Course in Windows 95, MS-Office at







Alpha Computer Centre, Chennai


Sep 99  to Nov 99
:
Completed a Course in Oracle-8, Visual Basic-6 at 






  
(SSI)
Specialist Software Education, Chennai.


Jan 2008 to Apr 2008:

Certified Course in Hardware Maintenance at SSI, Guindy, Chennai.


Jan 2016 to Feb 2016:

CPPM -Completed Course on Certified Purchase and Procurement 





Manager in Dubai, UAE. 





(Course & Certification approved by Ministry Of Education, Dubai)

Technical Skills:
· Oracle 8.0 with Developer 2000.
· Visual Basic-6

· Windows, MS-Word, MS-Excel, MS- Access, Power Point.
PROFFESSIONAL EXPERIENCE:

NAGARJUNA CONTRACTING CO. LLC., Dubai.

3rd  Dec 2008 – 12th Jun 2012

25th Dec 2012 - Till Date

DIPLOMAT(GBH)-NCCIL JV




13th Jun 2012 to 24th Dec 2012
EPIC PHASE 1 OF NEW NGL SUPPORT CAMPUS AT MASAIEED, QATAR.

(It’s Joint Venture Project for QP.)
Purchase Officer

· Sending Request to the supplier.

· Negotiating with suppliers for good material with lower price.

· Preparing Purchase Order.

· Follow up with suppliers for prompt day to day delivery.

· Sending an Email to the Requestor to confirming whether service or item received and assuring the quality of the material.

· Follow up with store people to attest the invoice for Payment.

· Checking with Accounts People for the payment in schedule period.
· Preparing All Monthly reports and other reports as and when required by other department.

· Preparing Individual KPI for each buyers and also category wise.

· Preparing Suppliers Performance report and evaluating top 5 suppliers from each categories.

TECOM, Dubai, U.A.E






    May 2008 -  1st Dec2008
Procurement Coordinator

· Generating Open Pos Daily from the Oracle.

· After generating the report from oracle I am confirming with the suppliers, day-to-day deliveries.

· Sending an Email to the Requestor to confirming whether service or item received.

· Preparing All Monthly reports and other reports as and when required by other department.

· Preparing Individual KPI for each buyers and also category wise.
· Preparing Suppliers Performance report and evaluating top 5 suppliers from each category.

Amurthavalli Constructions, India




Feb2002 -  Mar2008
Purchase Manager








· Prepare bid specifications and other necessary documents related to the purchase of supplies, materials and equipment.

· Conduct formal bid openings as assigned, analyze bids and quotes

· Prepare written purchase recommendations following the opening of bids; compare costs and evaluate the quality and suitability of supplies, equipment and materials; select appropriate vendors; confer with departmental representatives to determine purchasing needs, specifications and areas of standardization.

· Effective business relationships with current and potential vendors to gain knowledge of products/services and help resolve contractual issues.
· Coordinate payments with Accounts Payable staff; prepare correspondence and periodic reports; perform related duties as assigned.
· Responsible for meeting key performance measurements including on time delivery, quality, inventory, and purchase price variance
· Manage supplier performance for purchased products and assure that all aspects of the purchase to payment process are maintained.
· Expert in solutions oriented negotiations to most efficiently and effectively meet organisation needs.
Department of Ports & Customs, Port Khalid, Sharjah, U.A.E.


 Jul 1990 –Jan 2002
Worked as a PA to Cargo Manager
· To provide a full secretarial and administrative back-up service to the department, ensuring 

that all correspondence and office administration is well organised and up-to-date.

· Administer employee files and records in order to ensure accurate payment of benefits

and allowances paid to staff.

· To liaise with internal and external business managers relating to their queries and provide accurate and prompt responses through independent correspondence.

· Addresses employee problems and concerns by maintaining pro-active and responsive employee relations in order to achieve a high rate of employee satisfaction and performance 
· Assist in recruiting the optimal number of well-matched personnel by developing an effective placement program and workforce plan in order to contribute to the success of the organization.

· To create and maintain appropriate record and filing systems for easy retrieval and proper maintenance of records.

Documentation Section

· Screening incoming Delivery order against manifest, Bill of Entry, Transit Bills and calculate the charge for appropriate Cargo.

· Issue Gate passes Advice for  Export Cargo and preparing loading list, for Export cargo for smooth operations.

· To assist billing clerk by evaluating charges for Export & Import cargo and preparing the Bill details.

Operations Department:

   
· Supervising the Stevedore’s in Cargo handling and maintaining the cargo in Shed and yard.

· To Monitor and manage all aspects related to Passenger ships handling in a prompt and efficient manner.

· Cargo accounting and maintain Tally while during loading, discharge, and delivery.

· Maintaining the cargo in Shed & Yard according to the marks.

· Handling the Stevedore Artisans while they are in work. 

· Checking Bill of lading against Manifest and Bill of Entry.

· Cargo Accounting and preparing Out turn Reports.

PERSONAL PROFILE

Nationality

: 
Indian

Born


: 
01-02-1965
Languages

:
Fluent in English & Tamil (Written and Spoken),
Hindi & Telugu – Only Spoken
