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Objective
To serve in an organisation wherein my skills, potentials are utilized effectively thereby leading to the growth of the organisation where I get to face new challenges every day and winning over them.

Experience



Getit Infoservices





2005-2007


Jaipur


Working as a Customer Support Executive and job profile includes:

1. Making outbound calls to the customers/ advertisers for giving information in order to promote their

Sale.


2.    Handling of incoming calls in information center of Getit Infoservices for (Jaipur, Jodhpur & Udaipur)


3.    Preparing MIS report for all executives.

4. verifying database of visiting cards & directory

5. Checking all newspaper

6. Filling DUF’s & updating new database in system

Outreach Integrated Services




2007-2013


Jaipur




Working on the behalf of (Vodafone) as an associate and job profile includes:

1.  Reporting directly to the Senior Buyer, assist with vendor selection and bid evaluations..

2. Preparing purchase orders & forward them for approval.(Oracle & Sap)
3. Assisting in the preparation of RFQ’s, RFP’s, and purchase orders.
4. Preparing Mrn’s or Grn,s in (SAP or Oracle)
5.  Updated the procurement database for additions/deletions in supplier base
6. Interaction with Vendors & negotiation of rates with them.

7. Checking bills & forward them for signing & payment process.

8.  Preparing comparisions for rates.

9. Worked with Accounting personnel in resolving invoice discrepancies.
10. Keeping records for opexes & bills processed
11. Working on Open Po Data in order to keep billing process smooth

12. Working on webcycles on regular basis .

Adecco India Ltd





  2013-2014


Jaipur




Working on the behalf of (Vodafone) as an associate and job profile includes:

1.  Reporting directly to the Senior Buyer, assist with vendor selection and bid evaluations..

2. Preparing purchase orders & forward them for approval.(Oracle & Sap)
3. Assisting in the preparation of RFQ’s, RFP’s, and purchase orders.
4. Preparing Mrn’s or Grn,s in (SAP or Oracle)

5.  Updated the procurement database for additions/deletions in supplier base
6. Interaction with Vendors & negotiation of rates with them.

7. Checking bills & forward them for signing & payment process.

8.  Preparing comparisions for rates.

9. Worked with Accounting personnel in resolving invoice discrepancies.
10. Keeping records for opexes & bills processed

11. Working on Open Po Data in order to keep billing process smooth

12. Working on webcycles on regular basis .

Bharti Infratel Ltd

Working on behalf Bharti Infratel as an SCM Executive job profile includes

1.Preparing  purchase orders related to network opex & forwarding them for Approval (Oracle)

2.Assisting in the preparation of RFQ’s, RFP’s, and purchase orders.
3.Interaction with Vendors & negotiation of rates with them.

4.Sending of reports as per requirement Vendor Evaluation,KPI & other reports.

5. Updating of diesel rates in CIT whenever rate changes and signoff from diesel Partners

6. Preparing comparisions for rates.

7.Working on Open Po Data in order to keep billing process smooth

8.Cordinating with various departments and HO for reports

9.Sending softcopies of purchase orders to partners 

10.updating petrocard records on monthly basis as per partners

Educational Qualifications:

· B.A from Rajasthan University

· Intermediate (+2) from Ajmer Board

Computer Knowledge:

· Diploma in information technology

	CORE
STRENGTHS
	⇒ Customer Service

⇒ Procurement

⇒ Vendor Management

⇒ Cost Reduction

⇒ RFI / RFP / RFQ

⇒ Project Management

⇒ Mail/MS Office/SAP/Oracle
⇒ Policies & Procedures




Hobbies




Listening music, dancing, playing cricket, doing exercise, reading books.making  new friends,discovering



New places, travelling, watching discovery channel

Personal Acquaintance

Father’s Name:


Sayed Hakik

Date of Birth:


2nd March 1982

Marital Status:


Unmarried

Language Known:


English, Hindi & Urdu

Achievement:


Got Bravo Title for July-2012 in Vodafone for timelyworking on Projets & Reports
1st prize in memecre at St’ pauls school






1st prize in dancing at poddar institute






Got appreciation award in Bharti Infratel

Areas of strength


Easily adaptable to changing work culture and environs

Looking for real professionalism.















(Sayed Meraj)
