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Purchasing Manager

A Business Administration Bachelor’s Degree graduate, who owns more than 35 years of experience at purchases management. My professional experience includes planning, managing purchases, sourcing equipment, goods and services, creating and maintaining vendors and suppliers relationship in addition to coordinating the buying of materials, products, or services for wholesalers, retailers, or organizations.  

AREAS OF EXPERTISE



		   
· 



· Price and market forecasting
· Audit products and supplies quality.
· Tracking and reporting
· Decision making
· Negotiation skills.
· Strategic Planning and implementation
· Assessing and managing risks. 
· Diverse analytical background. 
· Excellent vendor and supplier relationship management skills.
· Stock management.
· Work coordination with finance team (contract terms, invoicing and payments.




		   

KEY CAREER ACCOMPLISHMENTS

MALCO GROUP, Chwifat - Lebanon.
Procurement Officer, 2007 – 2018.

My responsibilities included evaluating vendors, negotiating contracts and preparing reports (e.g. on orders and costs.) based on knowledge of market research, relaying on my solid analytical skills to identifying the most profitable offers.

· Research and evaluate potential vendors and suppliers
· Request quotes and compare prices for maximum RIO
· Examine and review products and supplies to ensure quality
· Organize and update database of suppliers, delivery times, invoices, and quantity of supplies
· Ensure all deliveries contain all goods requested.

Lancaster Hotel, Rwashieh – Lebanon

Purchasing Manager, 2005 – 2007 

   Defined the need for the product or service executed a new design, reviewed data about the available options and created a shortlist of the top suppliers in addition to forecasting levels of demand for services and products as well as conducting researches about best products and suppliers in terms of best value, delivery schedules and quality while liaising between suppliers, manufacturers, relevant internal departments and customers.







Duty Free,  Beirut international Airport – Lebanon.

Purchasing Agent, 2004 – 2005 

Obtained purchased items by forwarding orders to suppliers; monitoring and expediting orders. Verified receipt of items by comparing items received to items ordered; resolves shipments in error with suppliers, Authorized payments for purchases by forwarding and receiving documentation.


Alrifai Roastery, Beirut - Lebanon.

 Administrative Assistant (coordinate international purchases, shipment procedures), 1997-2004

   My duties and responsibilities included providing administrative support to ensure efficient operation of the office. Supports managers and employees through a variety of tasks related to organization and communication, responsible for confidential and time sensitive material, communicated via phone and email ensuring that all shipments are placed, completed and accurately delivered with high quality and in a timely manner. Entered order details (e.g. vendors, quantities, prices) into internal database and Maintained updated records of purchased products, delivery information and invoices , prepare reports on purchases, including cost analyses, monitor stock levels and place orders as needed.

SUMMERLAND, Beirut – Lebanon. 

Purchasing Manager, 1983-1997 

Ensured cost-effective purchase of all materials and services as required by the procurement plan whilst ensuring quality control and compliance with the Company’s policies and procedures through:

· Designed, planed and implemented sourcing and purchasing strategies.
· Worked with suppliers, manufacturers and internal departments.
· Maintained a database of approved suppliers. 
· Built and maintained relationships with suppliers and vendors.
· Negotiated lower pricing.
· Searched and sourced potential suppliers and vendors
· Tracked, measured and analyzed company expenditures.
· Determined and tracked KPIs.
· Provided reports for upper management.
· Adhered to laws, rules and regulations.

EDUCATION

Al- Adab School:  BAC II

Lebanese Technology School:  Accounting Executive Secretary.

Beirut University:  Bachelor of Arts (BA) Business Administration 
     
