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Tel UAE: 056 2522355/0558567800
E-Mail: muhamedas6411@gmail.com 

 muhamedas@icloud.com 
 PROFILE

Enthusiastic and dynamic. Willing to learn and easy adaptability to the changes. Committed and result oriented. 
 CAREER OBJECTIVE

Seeking a challenging  position in the area of Procurement /Purchasing /Cost Controlling/Internal Audit Trainee/Accounts & Administration that applies my skills and the knowledge and to be the part of Company’s Asset.
AREAS OF KNOWLEDGE
· Negotiating Contracts and Packages

· Establishing new Business

· Qualitative and Cost effective Sales & Marketing process
· Procurement cycle and Procedure

· Purchase Request & Purchase Order
· Cost Controlling & Cost effective Purchasing policies

· Inventory Control & Stock tracking

· Fidelio Materials Control (FMC)

· Tally

· UMS (Customized Software for Higher Education)

· Arc. Drawings & Civil Drawings 
· Arc. Plans & Drawings
· Petty Cash
· Office Administration 
· Computer Hardware Maintenance & Networking
PROFESSIONAL KNOWLEDGE
· Purchasing & Strategy Development


Purchasing Management

· Management 





Strategic Management

· Purchasing Consulting




Essentials of Intl.Trading




· Negotiation Strategies




Contracts

· Source of Supply




Solicitation 

· Supplier Rating 




International Sourcing

· Procurement Planning




Procurement Methods
INDUSTRIAL KNOWLEDGE
INFORMATION TECHNOLOGY 





  HOSPITALITY

   (PHD Network Solutions)




(Hawthorn Suites By Wyndham)

HIGHER EDUCATION SECTOR





   INTERIOR FITOUT
         (City University College of Ajman)




   (Fourzone Group )

PROFESSIONAL EXPERIENCE

 Sep 2016 – Till Date 
Project Coordinator/Acting Site Engineer 
(Project Completed)
FourZone Decor LLC ,Dubai ,UAE


(FourZone group)


Project Code : Dr.Riad Al-Jord Hospital 

Dubai Health Care City ,DXB ,UAE

Responsibilities

· Reporting to Project & Contract Manager & directly to the client 
· Supervise assigned daily tasks of sub-contractors & main contractors
· Submitting Arc. drawings & Structural drawings for client & consultant approval

· Submitting Materials for client & consultant approval

· Raising Inspection requests for work completion area
· Attending site inspection accordingly as per work completion

· Arranging samples for material approval

· Coordinating with Client Designer ,Consultant ,MEP Contractors & Fit out contractors 
· Compilation of material requests from site supervisors and subcontractors
· Quotations review for project materials
· Generation of Material Request for Subcontractors
· Generation of Material request for main contractors

· Generating Subcontractors request for work order
· Respective all responsibilities at project site
 May 2015 – Sep 2016
General Cashiering, Store Supervising, Inventory controlling & Purchases.
City University College of Ajman, Ajman, UAE
Owned and managed by R Holding 

Responsibilities

· Reporting to Financial Controller.
· Ensure assigned work activities are carried out as per company policies and procedures.
· Ensure cash handling as per company policy, and cash balance at assigned 'till' is accurately tallied and appropriately handled as instructed by management.
· Report any complicated such as under / over 's to concerned superior immediately.

· Identify improvement areas & propose constructive changes to achieve operational excellence.

· Cash handling (cash, down payment  and cash cheque receipt and billing).

· Daily control of cash and cheque.

· Coordinate and follow up with Finance Dept.

· Update and follow up a timely basis fee receivable.

· Attend meetings when necessary.

· Perform other related duties as needed.
Sep 2013 – April 2015
Purchase Officer (Pre Opening Team) 
Hawthorn Suites by Wyndham JBR, Dubai, UAE
Owned and managed by R Hotels a subsidiary of R Holding 
Responsibilities

· Reporting to Cluster Purchasing Manager
· Supervise the purchasing and store activities

· Compilation of purchase requests from user departments 

· Quotations review and price comparison

· Generation of purchase order

· Weekly report on PR & LPO status
· Monthly report on PR& LPO status

· Coordinate with Accounts Payable to ensure the payments are released on time as per agreed terms in LPO

· Coordinate the store keeper for daily market list

Sep 2012 – Aug 2013
Office Administrator 

PHD Network Solutions, Dubai, UAE
Responsibilities

· Reporting to Director
· Manage and Supervise the Office Administration
· Generate Purchase Order accordance with LPO received from Clients 
· Coordinate with Engineers on daily task lists
· Update to accounts department on projects completed

· Follow up with accounts department to issue AMC contracts for the projects completed

2009 – 2010


Computer Hardware & Networking Technician

Techno Park, Trivandrum, Kerala, India

Responsibilities

· Reporting Client issues to site Technicians

· Resolving Client issues on immediate basis

· Coordinate with Senior Site Engineers

 EDUCATIONAL QUALIFICATIONS 

  2012 – 2014
Masters Program in Business Administration specialisation in Finance Management (off campus)
Xaviers Institute of Business Management Studies, Bangalore, India
2011 – 2012
Diploma In Business Management specialisation in International Finance Management (off campus)
Xaviers Institute of Business Management Studies, Bangalore, India
2009 – 2012
Bachelor of Commerce with Electronic Data Processing and Computer Applications 

University of Kerala, India
      2007
Diploma in Computer Hardware, Networking and Mobile Technology

Techno Park, Trivandrum, Kerala, India

Additional Certifications 

2016
Certified Purchasing and Procurement Manager (CPPM)
 COMPUTER KNOWLEDGE
· MS Office Package

· Fidelio Materials Control System

· Internet and e-Mails

· Hardware maintenance and service

· Networking and IP Trouble shooting
INTERESTS & HOBBIES

· Reading, Watching Medias, Recreational Activities.

PERSONAL PARTICULARS

· Age & date of birth
:  27   years,  18th March, 1990
· Sex


:  Male

· Marital status

: Married
· Languages known
: English, Hindi & Malayalam (Arabic read & write )
· Nationality

: Indian
· Driving License

: UAE & Indian Driving License 
· Passport Number
: J 5110422
· Date of Issue

: 01-April-2011

· Visa Status

: Employment visa (immigration – transferable)
