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Mrs. Kiran
Purchase Manager / Logistics / Business Operations Supervisor
SUMMARY
Procurement and Logistics Management professional with experience in Purchase Management, Logistics Management systems, with presently working on Microsoft Dynamics, Proficient in SAP & ERP procurement systems – SD &MM modules, JD Edwards & Peachtree. Managing complex procurement/contracts/RFQs for Large, SMBs & Government organizations in the region. Efficient managing of key suppliers - Strong work relationships with Principles & another vendor network.
Understanding and keeping up with latest trends and regulations in the business. Ensure and streamline all procurement procedures for a cost-effective business function. Managed official events as part of relationship management and networking.
STRENGTH
· Excellent Communication Skills
· Effective Analytical Skills
· Negotiation Skills
· Team Work Attitude
· Relationship management skills
· Adaptive & flexible to organizational culture
· Event Management & Networking Skills
IT SKILLS
· MS Office (Word, Excel & PowerPoint)
· ERPs like Microsoft Dynamics, SAP, JD Edwards, Daceasy, IBIS, Peachtree
TRAININGS ATTENDED
Microsoft Dynamics – Purchase and Inventory
SAP – Purchase Module
JD Edwards – Procurement System Training
· Peachtree – Purchase and Billing Modules
· ERP –SAP training on SD, MM and Logistics modules
· Logistic and Inventory Management systems
EDUCATION
	1992
	Bachelor of Arts Majoring in English Literature
	Mumbai University, –
SIES College
	Mumbai, India

	1989
	Higher
Secondary School Certificate
	SIES College
	Mumbai, India

	1987
	Secondary School Certificate
	Loreto Convent School
	Mumbai, India


TECHNICAL QUALIFICATIONS
· CERTIFIED IATA COURSE
· Worked on ERPs as Microsoft Dynamic, SAP, Oracle, JD Edwards, Peachtree, Daceasy, IBIS.
· Completed a course in MS Office 97 from NIIT
· Successfully completed Excel Standard Training from Executrain
LANGUAGE PROFICIENCY
· Speak
: English, Hindi & Sindhi
· Write
: English, Hindi & Sindhi
PROFESSIONAL EXPERIENCE DETAILS:
ASSISTANT PURCHASE MANAGER

LEADING BOUTIQUE/ PERFUME MANUFACTURING FACTORY FEB 2017 TILL DATE 
Job Purpose- Mission:
Selecting authentic and genuine vendors, negotiating to maximum, Getting extended payment terms. Keeping track of raw material inventory and ensuring optimum inventory.
Responsibilities/Accountabilities:
Raw Material Purchase
Purchasing of Raw material products that would include OUD, Dahn Al Oud Oil, Incenses, Perfume oil, Alcohol. Sourcing appropriate product from genuine vendors. Negotiating with vendors for the product and payment terms. Checking stock level on day-to-day basis. Submitting monthly purchase report.
 Raw Material Purchase
In reference to Purchase from Primary vendor
Discussing with Procurement Manager the quantity to place order for new LPO.
From new LPO raised till end of delivery complete cycle of Raw Material deliveries and payment information to finance. Informing warehouse for delivering relevant number of jars and caps to be delivered to HS.
Maintaining tracker list between key manager and business owner for the goods delivered and goods pending. Perfume Oils from International Vendors
Negotiating with suppliers for prices and timely deliveries.
Placing orders with vendors within the timeline given, quantity to be discussed with PM. Multiple quotes for shipment clearance from the freight forwarders.
Submit international vendor invoice and freight forwarders invoice with proper DO, GRN and relevant reference number. Follow for timely payment to vendor
Submitting aging inventory report to finance and Sales on monthly basis. Submitting payment aging report to Finance.
For a slow-moving Inventory product informing Sales to liquidate stocks Perfume Oil and Alcohol Local vendor.
Before placing order negotiate on price and payment terms.
Place orders with vendors within the timeline given, acknowledging order confirmations and delivery date. Follow up for delivery.
Submit invoice to finance. And follow for timely payment.
AGARWOOD Purchase
Supporting additional purchases for Agarwood as and when required, since we have Agarwood buyer in India. Negotiate the price and payment terms.
If rejected then check for alternative source.
Follow up with local delivery agent for Agarwood from India delivery. Submit invoice to finance.
Maintain records for Agarwood Purchases.
Project
Launch of new Kiosk or shop, source 3 quotations for approved vendors, share the design and material requirement to the vendor.
Negotiate and provide approved samples to the approve vendor. Negotiate on payment terms and penalty clause
Select the vendor with best price and extended payment terms.
Raise LPO in the system, and make Contract mentioning all the appropriate clauses and submit a copy to the vendor. Arrange for PI and by co ordinating with the finance arrange for Advance payment.
Visit vendor work shop to make sure genuine material is used and work is in progress as per requirement.
Arrange Web camera and any proms that need to be added to the new kiosk as per request from Marketing and Branding. At the launch of kiosk take Mall Management approval, Processing necessary approvals from Police, car Parking approvals.
In case of any issues or delay in the launch or material, inform Purchase Manager and look for alternate and solve issues at the earliest. Maintain LPO, Contract copies, Payment slips in soft copy and hard copies.
On launch of the kiosk take final sign off from vendor and Project Manager
Marketing and Branding:
On request from Marketing and Branding arrange venue for new launch of products, arranging Proms, within the limited budget.
Warehouse Purchase:
Lab equipment’s to be sourced from Genuine vendors.
Negotiate on price and payment terms on purchase of New warehouse, Purchase of New Vehicles, T-Shirt for staff, Safety items for staff.
Additional Responsibilities
LPO making in system and requesting for PI, follow up for delivery getting GRN done, and payment processing for Departments like IT Department,
Warehouse, Administration, Marketing, Branding Md’ Personal Villa, MD’S VILLA Project.
Handling Petty cash with accuracy.
Handling monthly petty received for Purchase of different departments Weekly amount given for expense is Dhs. 5,000.00
Submitting petty cash vouchers with appropriates bills on timely basis.
CYQUENT TECHNOLOGIES LLC
Apr 2016 – Sep 2016 (Temporary position)
About Cyquent Technologies
Cyquent is an IT based company since 2007 in Dubai; they are the Gold Partners to Microsoft. And also have products like Symantec, Gigatrust, Citrix, Polycom, Vmware, etc.
Cyquent caters to Government and Cooperate customers in all parts of UAE.
Responsibilities:
Handling HR responsibilities like short listing candidates from the resume received from various recruitment agencies. Efficiently screening the candidates and coordinating for further technical interview.
Drafting offer letters and successfully completing joining procedure. Processing visa formalities for the new joinee.
Arranging ticket and hotel stay for new joinee. Processing any direct and speculative job application. Maintenance of HR records and Systems.
Keeping track of any employee anniversaries and awards they are due. Writing up terms and conditions of employment.
Ensuring all confidential information is kept safe and secure. Preparing disciplinary and grievance information.
Efficiently handling petty cash and day to day expense. Handling attendance report and time record for all staff.
Purchasing genuine products and the most cost-effective goods for in house use.
Preparing LPO’s for vendors and following up for timely delivery.
Handling payables to various vendors. Organizing events for staff and customers. Organizing season gifts for customers.
Assistant Purchase Manager

HCL INFOSYSTEMS MEA: November 2007 –March 2016
&
 NTS Group, Dubai
HCL Infosystems took majority stake in NTS Group in July 2010
About HCL
HCL is a $6.2 billion leading global technology and IT enterprise comprising two companies listed in India - HCL Technologies and HCL Infosystems. HCL is one of India's original IT garage start-ups. A pioneer of modern computing and a transformational enterprise, HCL’s diverse range of hardware and software offerings span a wide array of focused industry verticals. The HCL team consists of 88,000 professionals of diverse nationalities, who operate from 31 countries
Responsibilities:
Carrying out unit testing and integration testing with all possible business scenarios
Processing sales orders in SAP, generating PR, issuing LPO, processing complete cycle of Import LPO Process, processing Delivery note.
Handling overall procurement from principles like Acer, LG, TMD, Tridion, Microsoft, Samsung, SonicWall, Cisco, HIK Camera, Vanguard, Symantec etc.
Handling purchase from distributors and local market vendors.
Handling purchases for entire sales team Dubai, Abu Dhabi, Qatar HCL Infosystems MEA. Negotiating with vendors on products and payment terms.
Controlling complete cycle from negotiation, purchase, delivery from vendor, till delivery to customer
Ensuring to buy genuine products from correct and authorized sources.
Consolidating vendors for purchasing correct products from authorized vendors. Meeting with deadline in case of deliveries from vendor and to customer.
Conducting meetings with vendors every quarterly to improve relationship. Maintaining weekly LPO reports and delivery schedules report to management. Ensuring stock inventory levels are maintained to adequately meet operation needs.
Participating in the development and implementation of departmental policies and procedures. Expediting purchase orders by identifying and resolving vendor or shipment problems.
Ensuring timely payments to vendors and contractors.
Processing vendor payments through LC, PDC, TT Transfer, Pre payment process. Negotiating and raising orders for vendors from China, Korea, and Amsterdam.
From the release of the LPO to delivery pick up coordinating with vendors to move shipment from respective countries like China, Korea, and India. Coordinating with freight forwarder for shipment clearance and customs clearance.
Ensuring required documentations is available to freight forwarder for customs clearance. Maintaining operating files of departmental information and preparing related reports.
Researching product market information relating to equipment and supply purchases and monitoring delivery schedules to ensure material arrives on time.
Responsible for supervision of warehouse section activities assisting warehouse supervisor. Working on Tejari Portal for tender requirement.
Maintain inventory, with timely delivery to customers at budgeted value. Maintain log sheets for Warehouse in charge and drivers.
Negotiating with Freight forwarders for the shipments coming through Air shipment and Sea Shipment. Handling visa process for delegates coming from India and Singapore HCL office.
Handled hotel booking and comfortable stay for management team. Handled events and organized gifts for customers and in house use.
Taking ownership for the administrative work for sending price list, catalogues, event invitation, etc. Organized events/sponsorship programs.
Organized annual meet for customers and staff meet. Coordinated on Reseller Programs.
Purchase Executive
JUMBO ELECTRONICS LLC, Dubai - April 2005 to October 2007 
Established in 1974, the flagship company of the Jumbo Group, Jumbo Electronics is UAE’s leading distributor and retailer for IT & consumer electronics. Since its inception, Jumbo has been the chief distributor of the iconic brand, Sony in the UAE. Jumbo is also a trusted distribution and retail partner for many of the world's other leading brands including Acer, Apple, Asus, Bajaj, Blackberry, Brother, Casio, Daikin, Dell, Dyson, Epson, HP, Wincor, HTC, Hisense, Lava,
Lenovo, LG, Motorola, Nokia, Ricoh, Samsung, Sennheiser, Xolo and YOTA Devices. Together with its extensive network of retail stores and six service centre’s spread across the emirates, Jumbo is a formidable force in the industry and is presently enjoying a growing distribution and retail presence in Oman, Qatar, Bahrain and Kuwait.
Responsibilities:
Working on JD Edwards applications
Handling overall procurement for local market and foreign market. Online order processing for Lenovo, IBM and Casio, Wincor.
Handling payments for Local and Foreign vendors. Preparing and negotiating purchasing contracts. Establishing contacts with new suppliers.
Developing and implementing the Purchase structure. Enhancing relations with vendors.
Ensuring that the department buys the right quality and quantity at the right price and from right sources
Meeting with deadlines in case of deliveries.
Handling in house Jumbo Electronics purchases. Controlling Inventory and invoicing from time to time. Handling internal transfers and documentations.
Coordinating with warehouse in case of Inbound and Outbound Inventory.
Controlling purchase turnover of AED 1-2 million Set and maintaining stock levels
Improving user confidence in materials control function.
Liaising with departmental managers to determine their requirements, sourcing suppliers of goods and services and inviting tenders Evaluating tenders, negotiating with selected suppliers and setting up contract terms with the help of legal specialists Providing support to sales team for Invoicing and meeting their targets.
Handling cash transaction of Sales of Laptops at various Universities in UAE.
Handling principal companies like Microsoft, Symantec, Citrix, Veritas, IBM, HP, Samsung, Cisco, Linksys, 3 Com, D-Link, BenQ, Acer, Red Hat, Juniper, etc.
Handling Software and Hardware purchases for Government and Semi Government organizations.
Managing distribution of Laptops at all the major Universities and Educational Institute.
Relationship Analyst - Purchase
SEVEN SEAS COMPUTERS LLC, Dubai – March 2003 – March 2005
Seven Seas are a leading system integrator and an ICT solution provider in the UAE. Seven Seas Computers is an ISO 9001:2008 certified company since 1983 and a Tiered partner to all major technology vendors including HP, IBM, DELL, Microsoft, CA, CISCO, CITRIX, Websense, Stonesoft, RSA, Symantec, MessageLabs, Avaya, Mitel, Legrand, Brand Rex, Xerox, among others.
Seven Seas today are pioneers in delivering technology solutions and services in Enterprise Compute, Data Networking & Security, Voice & Telephony, Microsoft Licensing & Solutions, Value Added Services, Business Continuity & Disaster Recovery, Data Centers, Audio Visual, Access Control, CCTV, Video Conferencing and above all Outsourcing & Managed Services. Responsibilities:
Coordinating with other departments for the enhancement of maximum contribution from each major function of the business for the success of the Company. Applying guidelines on supplier relationship as defined by Seven Seas Computers
Conducting value analysis whenever possible to make certain that the purchasing function is fulfilled at the lowest possible cost. Conducting market studies and trends.
Establishing contacts with new suppliers. Developing alternate channels for materials and vendors. Developing and applying sound purchasing principles, practices and techniques to the supply functions. Maximizing purchasing strength in the marketplace to obtain most favorable terms and conditions of purchase e.g., leveraged buying through group purchasing.
Contributing to improved management decision making through development and maintenance of information
Providing information in terms of market demands, new sources, new methods, etc. Contributing to the orderly development and implementation of a materials management concept in the Company
Contributing to companies’ growth through cost saving.
Handling Software and Hardware purchases for Government and Semi-Government organizations
Purchase Coordinator
Micron Computers LLC, Dubai – May 2000 – Feb 2003
Company is working in Electrical goods, Computer’s business activities, IT Hardware & Support. Trading in Computer Hardware & Software Components
Responsibilities:
Independently managing the Purchase Department Generating L.P. O’s and updated back log L.P. O’s
Managing Inventory from back-to-back follow up and Stock maintenance Negotiating with vendors to have the best price
Coordinating with the accounts and vendors to maintain a healthy relationship in terms of payments Introducing new vendors with setting of maximum credit limits
Identifying obsolete and slow-moving inventories to take corrective action in stocking up Maintaining balance in stock and obtain moving and ordered items in short span of time
Servicing and selling to the customers are one of the challenges I pursued in parallel to purchasing Coordinating with vendors’ logistic department to attain transfer paper
Tele sales & Marketing Executive
DERBY MARKETING & EMIRATES LOYALTY, Dubai – Oct -1997 to April 1999 
Responsibilities:
Simultaneously working as a Telemarketer for Derby Marketing and selling Emirates Loyalty card on behalf of Emirates bank. Making cold calls and meeting with customers for the Dining card and Points card.
Meeting planned targets in day-to-day activities Interacted with corporate and individual clients explaining them the benefits and closing business deals
Creating, updating Database and targeting clients for business
PERSONAL DETAILS
Nationality

: Indian

Date of Birth

: 20th November 1969

Marital Status

: Married


Visa Status


: Employment Visa (transferable) 

Driving License


: Valid UAE License + Own Car

Reference



: Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com

Mobile Number


: 0504753686

Email Address


: kiran-401744@2freemail.com 
