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PROFILE:
A highly organized professional with 09 years of experience in comparing prices, responding to suppliers, inquires and preparing price list. Dedicated, committed to growing and expanding business and have a proven track record of success.

PROFESSIONAL EXPERIENCE: 
Company:      Consulting for Building Technology
Position:         Procurement Officer

Duration:        May 2019 – Till Date 

     Location:        Dammam, KSA
Company:      Sinsina Corner Company for Contracting  

Position:         Procurement Officer
Duration:        August 2014 – May 2019 

Location:        Jubail, KSA
Company:      Olayan Descon Industrial company ltd
Position:         Procurement Officer
Duration:        Sep 2013 – July 2014 

Location:        Jubail, KSA 
Company:      Hamte Heavy Industry 
Position:        Procurement Officer
Duration:        March 2012 – August 2013
Location:        Jubail, KSA
Company:       Alpha Engineering  

Position:         Planning Engineer
Duration:        July 2011 – Dec 2011
Location:        Pakistan 

Duties and Responsibilities:

· Provide a strategic, efficient and flexible procurement service which will deliver optimum value for money, cost savings and best quality of service.

· Advise and support staff in procurements and supplier relationships helping to drive better procurement practice.

· Support the Procurement Manager in procurement activities such as the tender process, grant requirements, supplier relationships and contract management for goods and services.

· Assist in the development of internal procedures and documentation in relation to KSA and overseas procurement.

· Assist in managing commercial and reputational risks in its relations with external suppliers.

· Assist some teams with purchases and order enquiries.

· Ensure purchases are properly approved in terms of authority levels and purchases are raised using the electronic purchase-to-pay system. 

· Administering supplier contracts.

· Leading and monitoring supplier relationships.

· Assisting in the implementation of supplier contracts. 

· Assisting in the development of internal procedures and documentation.

· Helping to drive better procurement practice across company. 
· Communicating improved ways of working. 
· Estimate and establish cost parameters and budgets for purchases.
· Create and maintain good relationships with vendors/suppliers.
· Make professional decisions in a fast-paced environment.
· Maintain records of purchases, pricing, and other important data.
· Review and analyse all vendors/suppliers, supply, and price options.
· Develop plans for purchasing equipment, services, and supplies.
· Negotiate the best deal for pricing and supply contracts.
· Ensure that the products and supplies are high quality.
· Maintain and update list of suppliers and their qualifications, delivery times, and potential future development. 
EDUCATIONAL QUALIFICATIONS:

· Bachelor’s of Civil Technology (B.Tech), Pakistan, in 2009 to 2011.

· Intermediate (I.Com), Pakistan, in 2006 to March 2008.
SKILL-SET OVERVIEW:
Technical Skills:
1. Certification in Peachtree

2. Certification in Computer Hardware Maintenance

3. IT Competence (Word, Excel, Internet)

4. Operating Systems
5. Flexible in Software’s SMART System, ACCPAC System, QUICK Book
Interpersonal Skills: 
· Comfortable interacting and developing effective working relationships with staff of all levels, suppliers, other external organizations and all levels within these groups.
· Comfortable leading supplier relationship meetings and in negotiating.
· Flexibility and sensitivity to corporate ethos and practices.
· Comfortable with change and can learn and adapt from previous experiences.
· Capacity to solve problem and offer solutions to meet requirements.
· Self-motivated, able to work under pressure, meet deadlines and be resilient.
· Ability to recognize and suggest improved ways of working.
· Ability to communicate clearly in English, verbally and in writing, face to face and over the telephone.
· Understand the importance of promoting equality and diversity within services and employment and the ability to challenge behaviour and processes which may act as a barrier to this.
PERSONNEL DETAILS:

· Date of Birth
:
26th December 1987

· Nationality
:
Pakistani

· Marital Status
:
Married

· Visa Status
:
Iqama No. 2334894165 (Transferable)
I hereby declare that all the above information is true & correct to the best of my knowledge and belief.
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