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Nationality:

Indian
Educational Qualifications:

· PGDBM in Marketing & Supply Chain Mgmt.– 2008
· B.A. (Economics Hons.)
· SAP SD Certification from SAP AG Germany – 2012
· Training on Digital Marketing from MSME (MSME – Govt. of India) - 2015    
· Diploma in Supply Chain Management  - 2015   
· Diploma in E-Business                                                                            - 2016
· Diploma in EU Public Procurement – 2016
· Google Analytics - 2016 
· IELTS Band 6.5 - 2015 
· Valid UAE Driving License                                                                                      

Chaitnya 

E-mail:  chaitnya-393427@2freemail.com 
Professional Summary

· 11 Years of experience in Purchase and procurement, Pre-Sales, Client Servicing, Vendor Management, E-commerce and Sales Coordination. 

· Expertise in developing local vendors, reducing the cost of procurement of material, delivering superior results by implementing strategic procurement, sourcing, cost reduction, supplier negotiation and relationship management programs that optimize the value from the supply chain.

· Organized and result oriented, having good communication, presentation, negotiation, administrative, analytical and customer service skills with strong team commitment. 

PREVIOUS JOB ASSIGNMENTS:

· as Organization Development Manager

· as Business Development Officer
· Welvaart Trading Pvt. Ltd. as Asst. Manager- Sales & Marketing

· Sapient Consulting Pvt. Ltd. as an Associate
· Golden Global Management as Sr. Executive

· Intel Technology as Relationship Mgt. Executive
IT PROFICIENCY

· ERP                            :  ECC 6.0, Collection 95, EHP 5,  

                                     Oracle BI
· Operating System        :  Windows 10, 2000, 98, XP, Vista 

· Application Packages    :  MS Office (Outlook, Word,   

                                     PowerPoint, Excel), Lotus notes 

OTHER SKILLS COMPETENCIES

· Good negotiation skills.  
· Market knowledge in sourcing of materials and  services  
· Quick Learner that rapidly adapts to emerging technologies
· Written and verbal Communication. 

· Attention to detail, Team work. 

· IT skills in MS-office and in ERP procurement module preferably SAP R/3 in Materials and Purchase Requisitions 
Detailed Professional Experience
Key Highlights

· Provide Pre Sales and ERP software solution to educational Institutes and SMEs.

· Identifying, gathering, analysing and summarizing purchase requirements and demand, preparation of sourcing strategies and complex sourcing processes.
· Create RFQ for the materials and services, equipment’s, services and sub contracts. 

· Float RFQ and RFP to bidders, follow up and obtain open and sealed bids 

· Preparing comparative statement after receiving offers from suppliers.

· Sending purchase enquires to the suppliers, getting the quotation, negotiation & finalising the price, preparing LPO and following up for the material delivery.
· Generating Purchase Orders and agreements for services and materials

· Follow‐up on material delivery and documentation requirements, updating store entries of incoming and outgoing in the system.
· Follow client standards and procedures for inspection, documentation requirements, and delivery requirements.

· Effective management of vendor database. Evaluating vendors & negotiating the price, delivery schedule and terms and conditions with them.

· Continuously monitoring, evaluating and improving vendor evaluation, Vendor registration, managing the various vendors by assessing the quality of material supplied by them.

· Generating reports in SAP and MS-EXCEL for the Purchase requisitions, RFQ’s and PO’s. 

· Monitoring of the Document control and expediting activities concerning the above purchasing documents 

· Attending client meetings and meetings with designers, 

· Attending vendor facilities, as necessary in expediting and follow up. 

· Generating vendor database for the materials and services. 

· Negotiate prices discount terms and transportation arrangements for merchandise.

· Creating Purchase order, order management, Goods receipt & Catalogue management.
· Handling Pre sales and online sales of major E-Commerce partners (i.e. Amazon, Flipkart, Snapdeal, Souq, Wadi & Awok etc.)


· Processing all orders within SLA to keep our rating up to the mark.

· Inventory management and competitive price check.

· Managing supplier portal of all major retailers in UAE.

· Inspect Merchandise or products to determine value or yield. Take responsibility for ensuring PO's are received within an expected turnaround time. 

· Resolve any invoice discrepancies, review and respond to changes in customer needs.

· Manage all aspects of building assortment, pricing, stock planning, promotions, tracking competition, cancellations etc. 

· Preparing proposals & presentations to prospects & Responsible for building relationships with clients.

Nov 2018 – Aug 2019                                                                                     Delhi, India 
as an Organization Manager

Oct 2015 – Oct 2018                                                                                        Dubai, UAE 
as Business Development Officer
Jan 2014 – Aug 2015

Welvaart Trading Pvt. Ltd. as Assistant. Manager- Sales & Marketing            New Delhi, India
February 2010 – April 2013 
Sapient Consulting Pvt. Ltd. (through US Tech /Randstad) as Associate Executive 
                                                                                                 Gurgaon - Haryana, India

August 2008 – January 2010

Golden Global Management as Sr. Executive                                               New Delhi, India
October 2005 - June 2006

Intel Corporation (Through Kestone) as a Relationship Mgt. Executive           New Delhi, India    

