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CURRICULUM VITAE
PERSONAL DATA
NAME



:
Umer Fayyaz.
DATE OF BIRTH

:
19th January, 1989.
NATIONALITY

:
Pakistani.
CIVIL ID #


:
289011901584.
PASSPORT No.

:
AF8116481.
RESIDENCY STATUS
:
Article 18 (Transferable).
MARITAL STATUS
:
Single.
CELLULAR


:
+965-900-87-848.
E-MAIL


:
umerfayyaz@hotmail.com

ACADEMIC QUALIFICATIONS
Intermediate of Commerce
Institute

:
Punjab College of Commerce – Lahore, Pakistan
Session

:
2006-2008.
Bachelor of Commerce
Institute 

:
University of the Punjab - Lahore, Pakistan.
Session

:
2008-2010.
IELTS (International English Language Testing System)
Institute

:
BETS (British English Testing School)

Session

:
2008.
Cont’d …

LANGUAGE PROFICIENCY

	Language
	Speaking
	Understanding
	Overall

	English
	Good
	Good
	Good

	Arabic
	Ok
	Good
	Good

	Urdu
	Excellent
	Excellent
	Excellent (Mother Tongue)

	Punjabi
	Excellent
	Excellent
	Excellent (Mother Tongue)


TECHNICAL QUALIFICATIONS
·     Auto CAD 2007.
·     Microsoft Office 2000/XP/2007/2010, Microsoft Word 2000/XP/2007/2010, Microsoft Visio 2010, Adobe Photoshop and other mostly used Applications.
·     Computer Software and Trouble Shooting.
·     Google Chrome, Mozilla Firefox, Opera & Windows Internet Explorer.
·     Windows 98, Windows XP (Professional and Home Edition), Windows 2000 

    Professional, Windows Vista and Windows 7





KNOWLEDGE & ABILITY

Knowledge:-
· Knowledge of basic business principles.

· Knowledge of state contracting laws, regulations and procedures.

· Knowledge of modern office methods, equipment and practices.

· Knowledge of purchasing methods and procedures in an assigned field.

Ability:-

·  Ability to gather information regarding the type and specifics of merchandise needed by the agency.

·  Ability to establish and maintain effective working relationships with vendors, departmental officials and the public.

·  Ability to present detailed reports of findings and recommendations, both orally and in writing.

 Cont’d …

WORK EXPERIENCE in PAKISTAN.
Worked as an Assistant at Baig Associates for 10 months - Lahore, Pakistan.
WORK EXPERIENCE in KUWAIT.
Worked as an Assistant in a Private Firm for 8 Months.

Procurement Officer
Working as a Procurement Officer in HOT Engineering & Construction Company from

 14th June, 2011 till now.

Job Responsibility:-
· Sending Inquiries to vendors / Supplier for quotations.

· Negotiating the price with the vendors / Supplier.

· Making price comparison.

·  Finalizing the vendor/Supplier.

· Prepare purchase orders and send copies to suppliers and to departments originating requests.

· Determine if inventory quantities are sufficient for needs, ordering more materials when necessary.

· Respond to customer and supplier inquiries about order status, changes, or cancellations.
· Perform buying duties when necessary.

· Contact suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems.

· Review requisition orders in order to verify accuracy, terminology, and specifications.

· Prepare, maintain, and review purchasing files, reports and price lists.

· Compare prices, specifications, and delivery dates in order to determine the best bid among potential suppliers.

· Track the status of requisitions, contracts, and orders.

· Calculate costs of orders, and charge or forward invoices to appropriate accounts.

· Locate suppliers, using sources such as catalogs and the internet, and interview them to gather information about products to be ordered.

· Maintain knowledge of all organizational and governmental rules affecting purchases, and provide information about these rules to organization staff members and to vendors.

REFERENCE

Reference can be furnished upon request.
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