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	TAWANDA 
Procurement / Exhibition / Events Management




	Summary


Dynamic, self-motivated and collaborative professional with extensive experience in Corporate Exhibitions, Procurement and Administration. Seeking a position in a fast- paced company where my skills, experience and knowledge will be utilized fully. 

WORK EXPERIENCE

1. Ministry of Justice, Legal and Parliamentary Affairs (Harare, Zimbabwe) 

Procurement Management Unit:  Exhibitions Procurement Manager (September 2016 to January 2020)

Key Responsibilities

· Oversee the setting up and operationalization of an all-inclusive exhibition committee  

· Develop annual exhibitions and expos workplans and budgets 
· Manage the implementation of exhibition calendar activities 
· Prepare reports for all exhibitions executed
· Act as a transactional procurement point of contact internally and externally
· Prepare and raise request for quotations and requests for information with preferred suppliers as agreed by the end users  
· Manage and approve sourcing and procurement all visibility materials for exhibitions (such as stand design, regalia, brochures and corporate gifts)
· Comparatively analyse quotations and bids sent by suppliers against specifications provided and offer recommendations to committee

· Prepare and discuss service level agreements with suppliers and monitor their fulfilment 

· Ensure adherence of activities by the exhibitions committee with approved procurement policies and procedures 
2. Department of Deeds, Companies and Intellectual Property (Harare, Zimbabwe)
Procurement Officer (October 2010 – August 2016)          

Key Responsibilities

· Created and maintained a vendors’ list upon completion of the prequalification process for the Department’s suppliers 

· Prepared tender documents and supporting information to guide the bidding process

· Reviewed and analyzed vendors’ pricing options

· Processed requests for office supplies within the Department 

· Estimated and established cost parameters and budgets for all procurements

· Developed annual procurement plans  

· Processed special procurement requests for the Departments’ projects such as the modernization of the Deeds Office as well as provincial and national exhibitions 

· Tracked orders and ensured timely delivery and dispatch of items to end users

· Ensured that supplied goods and services are of high quality and reported any errors as per company’s policy and procedures
3. Envitech Industries Private Limited (Harare - Zimbabwe) 

Procurement and Administration Assistant (April 2008 - September 2010)

Key Responsibilities

· Assisted with the preparation and issuance of request for quotations (RFQ)
· Maintained and updated the prequalified vendors’ list
· Assisted in the preparation of purchase orders

· Participated in supplier selection meetings 

· Prepared reports on comparison of quotations

· Maintained and recorded company stock levels/ inventory

· Responsible for following up with suppliers on deliveries of ordered goods and services

· Provided administrative support to employees and clients. 

EDUCATIONAL QUALIFICATIONS
1. Bachelor of Science Honors Degree in Sociology – University of Zimbabwe (2007)
2. Master of Science Degree in Development Studies – National University of Science and Technology (Zimbabwe) – (2013)
3. Diploma in Procurement and Supply – Chartered Institute of Procurement and Supply (CIPS) (2016)
· NB: Certificates attested

SKILLS AND ATTRIBUTES
· Communication skills 



Comparative analysis

· Attention to detail 



Effective planner

· Interpersonal skills 



Computer proficient

· Goal oriented 




Administrative skills

· Leadership & mentoring skills 


Collaborative team player 
· Excellent organizational skills 


Customer relationship building and management
	PERSONAL DETAILS



Nationality

: Zimbabwean 






Date of Birth

: 8 February 1985
Marital Status

: Married
Visa Status

: Visit Visa

Personal Contact
: tawanda-397108@2freemail.com 
Reference

: Mr. Anup P Bhatia, HR Consultant
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