
RINGJONLU 
 Ringjonlu.318291@2freemail.com 
Objective: Seeking a challenging career in Human Resource with a progressive organization which will utilize my skills abilities and education in management while contributing to the development of the organization.
CAREER SNAPSHOT
· MBA in Human Resources Management with more than 2 years experience in Human Resources and admin department.
· Comprehensive knowledge on HR competencies, implementing the policy and procedure, recruitment.
· An accomplished and result oriented individual with over 5 years of experience in Supply Chain Management, Order Management, Buying, Procurement, team management, SOP Documentation, Reporting, vendor management, Client facing and Customer service
· Effective in developing & monitoring supply chain /logistics network; ensuring smooth materials movements
· As a buyer, successful in building relations with customers; finding solutions to critical problem areas and delivering on customer commitments
· Proficient in handling multiple tasks and projects simultaneously in challenging environments
» Possess analytical, strategic planning and decision making skills to meet goals & prepare for the unexpected
· Flexible and detail oriented with an ability to mentor the team and work as a team
· Innate ability to turn around lagging operations and prepare companies for fast growth and profitability
GLOBAL EXPOSURE
· Interacted with vendors, buyers, market (customer) and clients globally from US, UK, Netherland, Australia, Singapore, China etc.
FUNCTIONAL EXPERTISE
	» Recruitment
	* Material Management
	* SOP Documentation

	* Training and Development
	♦ Order Management
	• Vendor management

	♦ HR administration
	» Supply Chain Management
	* Procurement

	» Employee engagement
	♦ Order processing
	* Sourcing

	
	* Liaison & Coordination
	• Crisis Management

	TECHNICAL EXPERTISE
	
	


* MS Office Applications:
Word,
Excel
(Vlook
up,
Hlook
up,Pivot table, Formatting,Creating Charts, locking
headers,Filtering) Power Point, Outlook
·  ERP Tool:
SAP (MP1 and PCO)
·  Other Tool:
Citrix, Business Object XI, Radix PTP and Radix Issues management EDUCATION
· Master of Business Administration in Human Resource, Sikkim Manipal University Distance Education, India - 2013
· Bachelor of Science, Delhi University, India - 2008
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CAREER TRAJECTORY
	Organization
	Designation
	Duration

	Accenture Service Pvt. Ltd. Equinox Global Services Ltd.
	Buyer (Indirect procurement) and HR Process Associate- Customer Service
	Nov 2009-Sept 2017 Aug 2008 - Aug 2009

	KEY DELIVERABLES


Human Resource (Recruitment.HR administration, Training and development, Employee Engagement)
·  Coordination with technical panel and understanding their requirements.
·  Resourcing .screening and short listing resumes through various job portals .internal reference and job
consultancy
· Short listing the candidates based on desired skills and experience
· Conduction telephone and personal interviews in coordination with department heads
· Preparing offer letter .employment contract and job description, completing joining formalities and documentation
»
Maintaining employee’s personal files and records
· Keeping a track of confirmation, appraisals and increments of employees
· Communicating HR policies and across the organization at all levels.
· Scheduling and arranging training while coordinating with external trainers and training programs
»
Identification of training needs and nominates candidate for training
»
Encouraging participation of employees in various organization events
» Developing employee engagement programs like initiated and administered a welcome mail policy to all new joiners, initiated celebration mailers.
Procurement
· Worked as a buyer for indirect procurement.
· RFX process with the vendor
· Price negotiation, spot buy, sourcing etc.
· Carry out end to end activities in SCM viz. purchase requisition, creating purchase orders, approving purchasing
orders, sending and managing purchasing orders, good
receipt
issues, invoice verification
and
payments
· Managing supplier relationship by following up
on open
purchase orders
and
making
changes in
purchase orders
· Liaison with Vendors and Planners so that planners can plan their strategies regarding demand planning
· Interact frequently with the suppliers and planners to meet the demand of service parts
· Maintain the weekly KPIs of the process
· Perform data entry and research in various systems and tracking tools Order Management:
· Involved in Auditing the orders
· Manage the exceptions in order management and fulfillment process of service parts
· Create purchase order, stock transfer order, service work order, sales order, initiate drop shipment/direct from region to region
· Deal with buyers, planners, engineers, RSM’s & various carrier service providers (FedEx, DHL, UPS, TNT Etc) in order to arrange the delivery of medical equipment to the end user/hospitals across the globe
Inventory Management
»
Maintenance of desired level of inventory by monitoring and tracking of goods availability at various
warehouses
· Work on inventory management system and procedure for effective stores management and inventory control for ensuring ready availability of materials to meet the production targets
Supply Chain Management:
· Manage and coordinate movement of materials, information and funds across the supply chain
· Review Purchase Requisition/ Technical Specs and check availability for stock/ lead time
· Float RFQ’s & follow up for receipt of both Technical & Commercial offer
· Coordinate with Engineer, Field Expeditors, Inspection, Logistic individuals till safe delivery to site
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· Plan and conduct field expediting visits for critical / long lead items and achieve delivery targets
· Analyze progress and escalate critical area of concern to Top Management
Purchase & Asset Management:
· Managing supplier relationship by proactively doing follow up on open Purchase orders and making changes in purchase orders in quantity, price or material number as and when required
· Maintain process check sheets, work manuals, process flow charts and managing inventory
· Undertake realistic analysis of past consumption data and forecast, stock held and supply order in
pipeline, to
arrive at optimal order quantity keeping in mind the lead time
· Involved in placing of supply orders / scheduling requirements for abroad procurements, repeat orders & follow up with consultation of accounts / stores departments
Customer Service
· Resolve issues such as part lost in transit, quantity received less than ordered, wrong part number received,
damaged material received and other GR/IR issues like invoice price difference, and missing invoice
etc.
· Work closely with Philips warehouse to resolve the issues related to defective stock and payments to
suppliers
· Preparation of dashboards and other reports for our weekly calls with clients Team Management:
· Maintain the report of team performance and providing the feedback
· Maintain the report of daily volume and closure processed by team.
· Daily call with Client about team performance and areas of improvement
· Process Trainer:
· Trained the new agent, cross trained the existing agent in new role with documentation
· Work with Client about new process updates and suggest the ideas of improvement.
· Prepare the Work instruction and Training Material.
· Investigate the complaint case thoroughly involving the agent in question
· Apply knowledge of processes and related systems to assist in identifying, assessing and resolving issues/problems
LANGUAGE SKILLS
· Fluent in English and Hindi
References are available upon request
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