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Seema 

Email: seema.379489@2freemail.com 
___________________________________________________________________________

Professional Experience

Organization Name: Air India SATS Airport Services Pvt. Ltd., Bangalore
Experience: 2016 February till date
Job Title: Sr. Manager – Procurement & Stores (BLR & IXE)

Reports to: Sr. Vice President (BLR & IXE)

As the head of the Procurement & Stores department of Air India SATS Airport Services Pvt. Ltd., my major responsibility is the management, administration, and supervision of the Procurement & Stores department for both Bangalore and Mangalore airports.

Other responsibilities include preparing and controlling departmental Capex & Opex budgets; contracting all purchases of supplies, equipment, materials as well as services; development of good supplier relationship; liaise between suppliers, manufacturers, relevant internal departments and customers; secure quality goods and services at the best possible price for the company. Responsible for putting in place the optimal structure and work flows to ensure compliance to corporate governance. Assess, manage and mitigate risks; arrange for disposal of surplus materials; and interview & hire staff.

Key accountabilities - Procurement
· Accountable for achieving the savings and efficiency objectives defined for business needs and regional/global procurement

· Anticipates and consolidates all business needs 

· Propose right spending initiatives

· Contributes to integrate new businesses

· Contribute to create new, long-term vision for the procurement department
· Sets the right quantitative and qualitative level of procurement resources in order to ensure sustainable demanding performances

· Defines the detailed objectives, develop the team in anticipation of future business needs and evaluates performances

· Ensures support, methodology, best practices, expertise, and training to the procurement people

· Ensures proper ethics and rules of conducts with the suppliers

· Ensures the accurate and permanent understanding of spend; efficient reporting on performances, risks and opportunities; the compliance to contracts to be executed

· Lead internal change management to improve the processes, the performances, the efficiency and the level of compliance and ethical standards

Organization Name: Air India SATS Airport Services Pvt. Ltd., Bangalore
Experience: 2013 August - 2016 January
Job Title: Manager - Administration & Requisition GH

Reports to: VP Ramp & Maintenance & AVP Passenger Services
As the Manager - Administration & Requisition GH for Air India SATS Airport Services Pvt. Ltd. my major responsibility was to ensure smooth operations of the various GH (Ground Handling) departments – Passenger services, Ramp, Maintenance and Safety & Quality Control. 

My other responsibilities included planning and coordinating administrative procedures and systems and streamlining processes; recruiting and training personnel and allocating responsibilities; assessing staff performance and providing coaching and guidance to ensure maximum efficiency. Ensure smooth and adequate flow of information within the company to facilitate business operations; monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints; monitor costs and expenses to assist in budget preparation; oversee facilities services and maintenance activities and ensure operations adhere to policies and regulations.

As the Requisition Manager my major responsibility was to develop, lead and execute purchasing strategies; track and report key functional metrics to reduce expenses and improve effectiveness; craft negotiation strategies and close deals with optimal terms; review purchase order claims and contracts for conformance to company policy.
Organization Name: Inventure Academy, Bangalore
Experience: 2013 March till 2013 July 
Job Title: Administration and Infrastructure Manager

Reports to: CEO and Managing Trustee

As the Administration and Infrastructure Manager my major responsibilities included Infrastructure Management, Human Resources, Purchase and Office Management.

My responsibilities as Infrastructure Manager included planning and coordinating all building projects, installations and refurbishments; managing the upkeep of equipment and supplies to meet health and safety standards; inspecting buildings to determine the need for repairs or renovations; overseeing and agreeing contracts and providers for services including transport, security, parking, cleaning, catering, technology etc.; ensuring that basic facilities are well-maintained; managing budgets and ensuring cost-effectiveness; drafting reports and making written recommendations

My responsibilities as Administration Manager included preparation of recruitment budget based on the manpower plan taking into consideration the costs of hiring like advertising, agency costs and referral bonuses; organize training for staff by engaging the required agencies and trainers, release advances where necessary, on approval from Head of Finance 

Organization Name: Stonehill International School, Bangalore
Experience: 2008 June to 2013 March 
Job Title: HR/Purchase Manager
Reports to: Director

I have worked closely with the Founding Director for five years during the set-up of Stonehill International School in Bangalore as his HR and Purchasing Manager.  Worked with senior management to create HR policies and procedures; create group benefits; compensation structures; benefits packages; training and incentive programs. Manage leave of absence programs and personal records; administer benefits enrollment and programs; manage database of employees; administer HR budget and handle HR generalist workplace issues. Helped with the employee handbook covering issues including disciplinary procedures, code of conduct, policy and benefits information; reviewed job descriptions across all levels. Review salary and job evaluations to ensure competitive pay practices.  Researched and recommended professional development training programs for staff.  Prepare documents required for visa application in various Embassies / Consulates for all foreign workers in the company and also for their registration with the Foreigners Registration Office upon arrival. 

As the Purchasing Manager I have handled overseas purchasing, import duties of school supplies, export clearance of staff personal effects, expatriate visas and work permits. I have been the contract specialist in the school and have managed all employment and vendor contracts and helped to standardize the formats for these. As the purchasing manager, I tracked all purchase orders sent to Embassy Group, the property company that owns the school and assets, and made regular budget reports on the level of ordering, the status of goods in transit and back orders of items either short shipped or out of stock when the orders were lodged.
Key Deliverables

· Proficient in handling activities in coordination with internal/external departments for smooth business operations

· Deft in maintaining records, corresponding with internal and external clients & scheduling of important meetings

· Handling customer service operations for rendering & achieving quality services, providing first line customer support by answering queries and resolving their issues

· Strong analytical, problem solving and organizational abilities with a flexible & detail oriented attitude

· Establishing foreign and domestic suppliers

· Controlling departmental budgets

· Appraising products and services
· Ability to handle multiple tasks and activities

Trio World School, Bangalore

Experience: 2007 July – 2008 May

Job Title: Computer Science Faculty

· ICT Faculty for IGCSE, AS and A levels years 9-12
IGNOU (Indira Gandhi National Open University), New Delhi

Experience: 2000 January till 2015 December
Job Title: Academic Counselor / Examiner

· Responsible for contact classes for the Post Graduate and Graduate students of the University (Master of Computer Applications & Bachelor of Computer Applications)

· Belong to the panel of examiners for IGNOU and evaluate the exam papers at the end of every semester.
Good Shepherd International School, Ootacamund

Experience: 2005 July – 2007 May

Job Title: Computer Science Teacher

· Computer Science Teacher of the IGCSE and ICSE streams years 7-10

St. Mary’s College, Sulthan Bathery (Affiliated to University of Calicut, Kerala)
Experience: 2000 December -2005 May

Job Title: Lecturer

· Lecturer in the department of Computer Science

Educational Qualifications

Master of Computer Applications, Bharathiar University, Coimbatore, 1993 – 1996

B.Sc. (Physics), Calicut University, Calicut, 1990 – 1993

Personal Details:

Nationality: Indian

Marital Status: Married
