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DILSHAD
MATERIALS & DOCUMENT CONTROLLER 
PROJECT COORDINATOR 

PROCUREMENT OFFICER


Objective:

Looking for suitable position in the Construction Field of Oil & Gas as a “Material Controller / Procurement Officer” that will enable me to utilize my strong organizational skills, educational background, and ability to work well with people.

Personal Profile:

a) Graduate in Commerce (B. Com).

b) One-Year Diploma in Material Management from IIMM (Indian Institute of Materials Management) in the Year 2002-2003.

Career Details:

· LEADING CONTRACTING COMPANY in UAE working from 12th June 2019 to till date as a “Project Co-Ordinator / Procurement Officer”.
· LARGEST EPC CONTRACTOR LIMITED in India Worked from 15th September 2014 to 5th June 2019 as a “Sr. Material Controller / Procurement Officer”.
· ENGINEERING COMPANY In QATAR Working from 29th of May 2013 to 19th of May 2014 as a “Material Co-Ordinator / Procurement Officer”.
· ENGINEERING & CONSTRUCTION CORP. in UAE Worked from 15th October 2011 to 14th of June 2012 as a “Material Controller”.
· ROAD CONTRACTING COMPANY in KSA Worked from since 15th July 2010 to 9th April 2011 as a
“Material Controller".

· STEEL WIRE MANUFACTURER in India Worked from since 7th April 2009 to 5th July 2010 as a “Material
Controller”.

· OIL & GAS CONSTRUCTION GROUP (MMG) in KSA Worked from since May 2007 to 30th January 2009 as a “Material Controller”.
· LEADING AUTOMOBILE COMPANY in India Worked from since 1st April 2002 to 12th May 2007 as a “Material
Controller”.

Job Responsibility: As a “Material Controller”

· Responsible to provide information for modules, material, supplies, and assemblies from the project Material Management System to the construction management team and subcontractors.
· Coordinate and support construction management team and subcontractors’ requirements to execute.
· Construction schedule and scope of work.
· Provide reports and status of material and equipment shipments to the module for the construction site and remote storage facilities to the Field Material Manager.
· Requisition and prioritize all materials, supplies and equipment required to accommodate the module
· Follow the construction schedule.
· Coordinate and expedite all shipments with transportation services provided locally and off shore.
· Maintain, update and report to the Material Management System all material, etc., deliveries, storage, transfers, OS&D, and issues as required during module fabrication construction execution.
· Verify and requisition any materials, etc., according to project specifications and obtain authorization and other appropriate requirements according to project management procedures.
· Communicate and prioritize shipments with Freight Forwarders and other Material Coordinators.
· Provide detailed manifest for shipments originating from assigned location to final destination.
· Responsible to understand all transportation regulations, standards and resources limitations to provide
· Materials, supplies, etc., deliveries through land, sea and barging activities.
· Coordinate with warehousing supervision to receive, stage, store, and issuing all materials, supplies, etc., according to project material management procedures.
Job Responsibility: As a “Procurement Officer”

· Research potential vendors
· Compare and evaluate offers from suppliers
· Negotiate contract terms of agreement and pricing
· Track orders and ensure timely delivery
· Review quality of purchased products
· Enter order details (e.g. vendors, quantities, prices) into internal databases
· Maintain updated records of purchased products, delivery information and invoices
· Prepare reports on purchases, including cost analyses
· Monitor stock levels and place orders as needed
· Coordinate with warehouse staff to ensure proper storage
· Attend trade shows and exhibitions to stay up-to-date with industry trends
Job Responsibility: As a “Project Co-Ordinator”

· Primary responsibility is to provide daily support with proposal submissions and project coordination.
· Communication and schedule management and assisting the project’s team members with their individual contributions to the project.
· Attend site meetings when the Superintendent is unable to be present for and take down necessary information.
· Perform a key role in project planning, budgeting, and identification of resources needed.
· Ensure that construction activities move according to predetermined schedule and plan.
· Devise the project work plans and make revisions as and when need arises.
· Communicate effectively with the contractors responsible for completing various phases of the project.
· Co-ordinate the efforts of all parties involved in the project, which includes QA/QC, Engineering, Consultants, Contractors, sub-contractors.
· Monitor the progress of the construction activities on a regular basis and hold regular status meetings with all the sub-teams.
· Maintain strict adherence to the budgetary guidelines, quality and safety standards.
· Coordinate and ensure submittal of project closeout documentation.
· Continually improve the proposal process through best practices.
· Other
Computer Knowledge:

a) Strong Command over Windows operating system and MS-office.

b) SAP R/3 4.6C MM Module, ERP in Material Management, BIMS and Internet Surfing.

Personal Information:

	Father’s Name
	-
	NAIMULLAH KHAN

	Date of Birth
	-
	10th Dec 1979

	Marital Status
	-
	Married

	Nationality
	-
	Indian

	Language known
	-
	English, Urdu, Hindi & Arabic (only read)

	E-mail
	-
	Dilshad-401123@2freemail.com 

	Reference
	-
	Mr. Anup Bhatia, HR Consultant

	
	-
	Gulfjobseeker.com 0504753686

	
	-
	feedback@gulfjobseeker.com 


To contact this candidate for interview, please follow these steps

1. Register your Company and Post Vacancies Free of Cost

http://www.gulfjobseeker.com/employer/employer_register_login.php 

2. Send us message on WhatsApp No +971505657275 to arrange interview

Contact Details

Mr. Anup P Bhatia

HR Management, IT & Market Research Consultant

Call Mobile: +971504753686 

noura-401204@2freemail.com  

3. Download more CVs from our Database

http://www.gulfjobseeker.com/employer/cv_database_highlighted_cv_freetocontact.php 

4. Watch Video CVs of our candidates on YouTube Channel

https://www.youtube.com/channel/UCdsv_v9Czkx2Dc8bW4Bt4wA 

5. Send your queries or suggestions to feedback@gulfjobseeker.com 
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