RIYAS NK
Doha, Qatar 
MOB : +974 55182134
Email Address: procurementindia786@gmail.com

Summary:
Highly successful, with 10 years procurement and Accounts experience and a proven record of planning and coordinating supply and purchasing strategies that has significantly achieved budgeted purchasing, profitability, quality standards and corporate goals.

And also providing leadership for the purchasing department and motivating assistant purchasing staff to achieve maximum performance and efficiency; making sure that the purchasing department works within all of the company operation procedures.

Knowledge, Skills and Abilities
· Knowledge of purchasing practices and procedures.
· Knowledge of materials, products and the commodity market in area of specification.
· Skill in establishing and maintaining effective working relationship.
· Expert in MS-Office and Outlook		
· Complete knowledge of Oracle ERP entire purchasing module cycle.
· Complete knowledge of Orion entire purchasing module cycle.
· Developed basic knowledge of SAP
· Knowledge of Auto CAD 
· Ability to analyze statistics and spot trends	
· Willingness to travel and work independently.
· Negotiation, Time Management Planning, Relationship Building, Creativity and Problem Solving, Judgment and Decision Making, Communication and Active Listening, Flexibility and adaptability, Passion & Persistence.

Career History

Organization	: Micro Gulf Trading & Contracting W.l.l           Location             : Doha-Qatar
Designation	: Procurement Officer		            Duration: Jan 2013 to till Date

Duties & responsibilities:
· Perform buying assignment of MEP, building construction materials, tools, machinery, equipment& consumables from local, national and overseas supply source.
· Review updated material request form (MRF) and scope of work specifications of respective project requirements to obtain complete quotation from suppliers.
· Negotiating with local and overseas suppliers for competitive prices, quality, technical support, payment and delivery terms etc.,
· Check previews order item history and discuss quotation analysis with procurement manager.
· Prepares purchase order according to approved quotation and sending PO for final approval to the Procurement Manager.
· Expedite orders, feed information and details into computer purchasing system.
· Monitor and coordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time and update data as soon as possible.
· Prepare request letter to finance for supplier advance payment, letter of credit, current cheque and post dated cheque as per approved purchase order payment terms.
· Compares items received thru receiving report against order and supplier’s delivery note invoice to ensure items and ordered quantities are complete and in good condition.
· Expedite with supplier speedy replacement of wrong delivery and short shipment or damages.
· Establish good business relation with suppliers through personal visit and telephone contact, discuss and resolve problems regarding prompt and in-time deliveries and return damaged or incorrect items to supplier and process necessary paperwork for credit.
· Keep a complete record of all transactions and documentation concerning assigned purchase orders in an orderly manner for immediate reference.
· Make studies and collect data on current market conditions to keep informed on market trends, discussion with respective concerned department heads regarding ordering of supplies.
· Perform other duties and responsibilities that may assign from time to time.
Organization	: NGCT Qatar				Location: Doha, Qatar
Designation	: Accountant			                Duration: July 2009 to December 2012

Duties & responsibilities:

· Solid understanding of accounting consolidation under IFRS.
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems
· Corporate finance, good analyzes and reporting skills, deadline oriented, confidentiality, time management and data entry and reporting 
· Maintains Register vendors Accounts and Process invoices for payment
· Involved stock taking, verification and finalization
· Prepare Accounts Receivable and Accounts payable 
· Collection of Cash, Check and Deposit 
· Settlement of expenses and payables 
· Preparation of Bank Account Reconciliation

Education Qualification
· BACHELOR OF COMMERCE       UNIVERSITY OF CALICUT         2005  -   2008
· HIGHER SECONDARY                  H.S.E BOARD KERALA               2003  -  2005
· METRIC EDUCATION                   H.S.E BOARD KERALA              2002  -  2003

Language Abilities
·   To Write & Read	        :    English, Arabic, Hindi, and Malayalam.
·   To Speak             	        :    English, Malayalam, and Hindi. 
Personal & Passport Details 
Father Name		: Muhammed			
Date of birth		: 30th April 1986			
Religion			: Muslim				
Marital status		: Married					
Driving license		: Qatar & Indian license
Visa Status                              : Company Transferable

Declaration
I hereby confirm that the information’s given above are true to the best of my knowledge and belief.
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