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NAFISA
Procurement Executive / Logistics Document Controller 


Seeking Senior Level Assignments in 
Procurement/ Logistics Management with reputed organization
	

PROVEN ABILITIES IN

Purchasing & Logistics Operations

Sourcing & Negotiation

Supplier Development

Relationship Management

Customs Procedures & Local Laws

Safety & Quality Standards

People Management & Team Building Skills

Service Excellence


 ACADEMIC CREDENTIALS

· Bachelor of Arts from Pune University, India in 2004

· Diploma in Secretarial Course from Emirates Educational Institute, Dubai, UAE in 1999

· Chartered Institute of Purchasing & Supply (CIPS) Course in 2012

· Six Sigma Certificate in 2012



IT SKILLS

· Versed in using SAP-ECC6 & 4.7 packages
· Proficient in MS Office (Word, Excel, PowerPoint, Outlook), E-mail & Internet applications
	

PROFESSIONAL SNAPSHOT

An astute result oriented leader with proven success of nearly 9 years in Material Procurement, Sourcing, Vendor Development and Team Management. Strong qualifications in Materials Management and proficiency in development of global sourcing strategies, vendor development and analytical assessment, to strengthen effectiveness. 

Expertise in implementing cost saving measures to achieve reduction in terms of raw materials, procurement, and logistics costs. Effectuated indigenization initiatives thus generating significant cost savings. Demonstrated analytical skills with proven expertise in communication & relationship management.

Outstanding record in planning purchase schedules, product costing, forecasting, conducting cost benefit analysis, negotiating with suppliers / vendors,  outsourcing, maintaining excellent relations with clients, vendors and suppliers. Significant contributions in reducing procurement cost, maintaining contract database, streamlining operations and delivering continued business growth. Well versed in using SAP-ECC6 & 4.7 packages.


AREAS OF EXPERTISE

Strategic Sourcing: Identifying and developing potential vendors locally & globally for the right sourcing, achieving cost effective purchases of Raw Materials. Planning, & controlling all requisite activities to perform such as Sourcing Techno - Commercial Evaluation, Negotiation, Ordering, Inspection, Tracking, Logistics and Delivery, Commissioning, Payment Processing, etc. for local and import.


Materials Management: Formulating and implementing the Project Procurement strategy by developing / modifying strategy for purchase and establishing methods. Accountable for meeting customer orders by designing, implementing and monitoring procurement schedules. Streamlining systems and procedures for effective inventory control for ensuring ready availability of materials to meet production targets.


Vendor Development: Assessing the performance of the vendors based on various criterions as percentage for rejections, quality improvement rate, timely delivery, credit terms, etc. Monitoring incoming materials supplied by vendors and ensuring they are as per specifications.  




EMPLOYMENT DETAILS
May’08 – 2014 Associated with Robotics Company, UAE as Purchase Administrator / Travel Assistant



Oct’03 – Apr’08 associated with Agility Logistics, UAE designated as Administration Assistant / Purchase Coordinator / Secretary
Noteworthy Highlights across the tenure 
· Pivotal in leading to reduction in monthly purchasing cost by 4% by demonstrating excellent negotiating skills with suppliers / vendors and following effective purchasing schedule.

· Successfully carried out job profile in a consistent manner and continuously working towards the company’s goals hence received recognition from management as well as achieved maximum performance satisfaction.

· Maintained and established excellent relations with clients, colleagues, staff and management.

· Provided authorization approval of invoices as per purchase orders from suppliers, checked amounts indicated and submitted for processing and payments to Finance Department.

· Instrumental in producing monthly KPI and reports on purchasing, consumption and supplier performance including submitting of the same to Operations Manager / Financial Controller. 

· Significantly contributed towards the preparation of online LPO’s needed for the entire site warehouse operational activities in Dubai. 

· Maintained records of vehicle registration expiry logs, communicated status of company vehicle with Managers and authorized approval of invoices for final payments on E-forms. 

· Supervised and maintained attendance, sick leave, vacation and overtime records of the entire operation sites in Dubai.  

· Managed filling and maintenance of complete/ systematic documentation record, passport record of withdrawals / submissions including passport expiry and residence details of about 600 company employees, 200 employees of TRISTAR sister company. 

· Handled the gamut of other activities as:

· Issue & cancellation of Etisalat Sim Cards and EPPCO fuel cards for authorized staff. 

· Coordination with In-house Travel Agent to analyzed monthly data of travel expenses. 

· Assistance to Government and Business Relations Affairs Department in HR, Admin Forms and Official Letters to various government sites. 

· Quotations and negotiations with vendors; received and sent couriers. 

· Organized visitor’s hotel accommodations arriving for business meetings and coordinated with airlines for department heads’ ticket bookings. 

· Carried out accounting works about monthly telephone bills and acquired approval from departments. 

· Afforded support in weekly updating of custom bills (1120 monthly) and entered OFS entry of invoices. Portal entries of over 100 monthly to Finance Department. 



PERSONAL SNIPPETS
Nationality
:
Indian

Date of Birth
:
8th April 1980

Marital Status
:
Married

Languages
:
English, Hindi, Urdu, Marathi
Visa Status
: 
Husband Visa

Email Address
:
nafisa-53604@2freemail.com 

Mobile Number
: 
+971505657275

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



feedback@gulfjobseeker.com 0504753686
