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[bookmark: ABOUT_ME][image: ]ABOUT ME
I have total 14 years of experience to eﬀectively perform the duties of a Procurement Oﬃcer as well as Administration Jobs, and I am able to demonstrate a number of competencies that are essential to this position. I have experience in Warehouse Management, Inventory Control, Invoicing, Shipping & Receiving, accurate documentation & I am also familiar with ERP Software.
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07/06/2021 – 28/02/2024 ABU DHABI, United Arab Emirates 
PROCUREMENT OFFICER - LIFE MEDICAL DIAGNOSTICS LLC 
Purchasing Medical Equipment and Supplies:
· Procuring medical diagnostic equipment such as CT scanners, X-ray machines, ultrasound equipment, etc.
· Sourcing medical supplies including reagents, testing kits, disposables, and consumables.

Vendor Management:
· Identifying and evaluating potential suppliers and vendors.
· Negotiating contracts, terms, and pricing agreements.
· Maintaining relationships with existing suppliers to ensure timely delivery and quality products.

Inventory Management:
· Monitoring inventory levels to ensure adequate stock of medical supplies and equipment.
· Implementing inventory control measures to minimize waste and reduce costs.
· Conducting regular audits to verify inventory accuracy.
 
Budgeting and Cost Control:
· Developing and managing procurement budgets.
· Tracking expenses and ensuring procurement activities stay within budgetary limits.
· Seeking cost-saving opportunities through bulk purchasing or alternative suppliers.

Compliance and Documentation:
· Ensuring procurement activities comply with relevant regulations and standards (e.g., healthcare regulations, quality standards).
· Maintaining procurement records and documentation in accordance with organizational policies.

Collaboration and Communication:
· Working closely with medical staff and administrators to understand equipment and supply needs.
· Communicating effectively with internal stakeholders to coordinate procurement activities.
· Resolving any procurement-related issues or disputes promptly.

Research and Market Analysis:
· Staying updated with advancements in medical technology and equipment.
· Conducting market research to identify new products, suppliers, and cost-saving opportunities.


Continuous Improvement:
· Identifying areas for process improvement within the procurement function.
· Implementing best practices to enhance efficiency and effectiveness.

Training and Development:
· Providing training and guidance to staff involved in procurement processes.
· Keeping up-to-date with industry trends and advancements through professional development.



01/02/2020 – 30/05/2021 ABU DHABI, United Arab Emirates 
PROCUREMENT OFFICER - OIL TECH OIL & GAS SERVICES LLC 
Sourcing and Procurement:
· Identifying potential suppliers for goods and services required by the company.
· Negotiating market research to stay updated on product trends, availability and pricing.
· Conducting market research to stay updated on product trends, availability, and pricing.
Vendor Management:
· Managing relationships with existing suppliers to ensure timely delivery of goods and services.
· Evaluating supplier performance based on quality, cost, delivery, and responsiveness.
· Addressing any issues or disputes that arise with suppliers promptly and effectively.

Inventory Management:
· Monitoring inventory levels to ensure adequate stock of necessary items without overstocking.
· Implementing inventory control measures to optimize inventory turnover and minimize carrying costs.
· Coordinating with logistics and warehouse teams to streamline the flow of goods and materials.
Budgeting and Cost Control:
· Developing and managing procurement budgets in alignment with company financial goals.
· Implementing cost-saving initiatives and strategies to reduce procurement expenses.
· Conducting cost analysis and benchmarking to identify opportunities for cost optimization.
Compliance and Risk Management:
· Ensuring compliance with company policies, procedures, and regulatory requirements.
· Conducting supplier audits and assessments to mitigate risks related to quality, safety, and reliability.
· Monitoring and managing procurement contracts to minimize legal and financial risks.
Documentation and Reporting:
· Maintaining accurate records of procurement activities, contracts, and supplier agreements.
· Generating reports and analytics to track key performance indicators (KPIs) and procurement metrics.
Continuous Improvement:
· Identifying opportunities for process improvement and efficiency gains within the procurement function.
· Implementing best practices and standards to enhance procurement processes and workflows.
· Participating in training and professional development activities to stay current with industry trends and practices.





       

01/10/2010 – 31/01/2020 ABU DHABI, United Arab Emirates 
PROCUREMENT ASST. - INTHERPRO LLC 
Vendor Management :
· Identifying potential vendors and suppliers.
· Evaluating vendors based on price, quality, and delivery speed.
· Negotiating contracts and terms of agreements with vendors.
Purchasing:
· Creating purchase orders and ensuring they adhere to company policies and budget.
· Monitoring stock levels and identifying purchasing needs.
· Coordinating with departments to determine their purchasing needs and requirements.
Financial Management:
· Comparing costs and evaluating the quality and suitability of materials, supplies, equipment, or services.
· Monitoring and controlling expenditures against budgets.
· Tracking and reporting key functional metrics to reduce expenses and improve effectiveness.
Logistics and Inventory Control:
· Managing inventory levels and ensuring optimal stock levels are maintained.
· Overseeing logistics of shipments and deliveries to ensure goods are received in a timely manner.
· Resolving issues related to purchasing, delivery, or payment of goods or services.
Compliance and Documentation:
· Ensuring compliance with company policies and relevant legal requirements.
· Maintaining accurate records of purchases, pricing, and other important data.
· Preparing reports and maintaining accurate documentation related to purchasing activities.
Relationship Management:
· Building and maintaining strong relationships with vendors and suppliers.
· Collaborating with internal stakeholders to understand their requirements and develop procurement strategies.
· Resolving grievances and managing disputes with vendors.
Continuous Improvement:
· Identifying opportunities for process improvement within the procurement function.
· Implementing best practices in procurement processes.
· Staying updated on industry trends and market conditions to inform purchasing decisions.
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15/06/1993 – 05/05/1995 MUMBAI, India 
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LANGUAGE SKILLS


Mother tongue(s):     KONKANI
Other language(s):   ENGLISH, HINDI & MARATHI.
UNDERSTANDING	SPEAKING	WRITING

Listening                 Reading
Spoken
Pronunciation


 (
Listening                 Reading
)

Spoken Interaction 

 (
Spoken
Pronunciation
)
Levels: A1 and A2: Basic user; B1 and B2: Independent user; C1 and C2: Proﬁcient user
[bookmark: DIGITAL_SKILLS][image: ]DIGITAL SKILLS


Zoom 

Microsoft Oﬃce 

Microsoft Word 

Microsoft Excel 

Outlook 

Linkedln 
image5.png




image6.png




image1.png
europass




image2.png




image3.png




image4.png




