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OBJECTIVE
Seeking to establish career in progressive organization where my experience, ability and performance can grow and utilize. Seek friendly environment to work comfortably and contribute my acquired skills and knowledge towards the growth of company.
EDUCATIONAL QUALIFICATION
· MBA (Master of Business Administration) from EIILM University in 2011
· Bachelor of Commerce from Gujarat University in Year 2006
· DIET (Diploma in Internet & E-Commerce Technology) Computer 2 years course
· Diploma in Computer Hardware & Networking 6 months Hardware course
· Holding valid GCC LMV Driving License
14+ YEARS WORKING EXPERIENCE (INCLUDING 11.5 YEARS GCC)

Procurement, Contracts Specialist					           May-2018 - Present
GlassPoint Solar LLC – NES Global LLC Muscat, Oman
Solar Steam Generation Project in Oil & Gas Industry

Job Responsibilities & skills:
· Specialize in cost effective Procurement of all types goods and contracts in oil & gas, FM maintenance, Operation and Maintenance, Refinery, Petrochemical Industry
· Floating EPC Tender/RFQ, bids opening, Processing Quotations, Tenders, Proposals, Negotiations, Purchase Orders, purchase contracts with suppliers, confidential terms & condition, evaluation, contract drafting, cost control, budgeting, ISO standards 
· Buying RO Plant chemicals, Solar plant spares, Civil tools and building materials.
· maintain confidentiality and handle sensitive issues, Strong decision making skills
· Technical specifications in reviewing and preparing technical contracts, knowledge of Contract laws, Preparing and Submitting RFA (Recommendation for Award) to Client PDO
· Project estimation and Contract Management, Project/Contract delivery under health & Safety Policies and procedures as per Industry HSE standards
· Purchasing computerized SAP ERP system, MS Office Word, Excel, PowerPoint, eSourcing, Settling contract disputes, Strong commercial, Sourcing and contractual knowledge
· Fluency in written, spoken English Language, key player, teamwork
· Replenishment of spares, Strategic Buying of store stock/Bulk Materials
· Identify cost effective suppliers, cost reduction, Relationship building, secure company long term benefits and business improvement
· Negotiating Contracts Terms & condition, Contract evaluation, Cost control
· Assess contractor performance to identify the need for amendments of existing contracts
· Involve in full process from RFQ/Pre-Post Tender till PO / Contract awarded stage
· Replenishment of spares, Strategic Buying of store stock/Bulk Materials
· Generating order report in system, analysis and submission to Supply chain Director


Senior MEP Buyer				   			                     Sep-2014 to Apr-2018
Carillion Alawi LLC								     (3 years, 8 months)
Facility Management Contract
Job Responsibilities & skills:
· Purchasing all type of Facility Management maintenance material and spare parts 
· Buying HVAC items like Compressor, DB, panel and all type of spare parts. 
· Negotiation of FM Maintenance contracts, material, Industrial Kitchen, Laundry equipment and spare parts
· Expert in buying maintenance, MEP, Pumps, blowers, motors, bearing, All types of A-Z maintenance materials Purchasing from all over the globe
· Hiring Construction Equipment’s, Mechanical Pump, motors, VFD’s spare parts and equipment repair troubleshooting works
· Procuring Construction, Building Material, MRO (Maintenance / Repair / Operation) 
· Complete purchase requests with domestic and international suppliers by inputting purchase orders, expediting deliveries, and verifying all transactions.
· Timely and effective communication of forecasts and purchase orders to suppliers
· Strong commercial and contractual knowledge, Fluency in written, spoken English Language 
· Involve in Full process from RFQ from site to LPO and after buying services
· Following internal-external approval full process to get the order done in summit software
· Managing all Procurement activities RFQ, quote evaluation, techno-commercial negotiation with Sub-contractors/suppliers, Pre-qualification of contractors, offer analysis, LPO Issuing.
· Leading, engaging procurement team for Client PDO which is involve NORTH-SOUTH-COASTAL total 12 sites
· Coordination between procurement & commercial team, reporting to Supply chain manager.
· External audit of suppliers and subcontractors using company process
· Strong prioritization skills to support organization with multiple, competing priorities
· Generating monthly order report and involve with team to reach goal on time
· Encouraging, developing team for work and better future

Procurement, Sales & Logistic Executive	   			         May-2011 to Aug-2014
Al Qaem Petro Projects & Services LLC – Muscat, Oman			     (3 years, 3-months)
MEP Contractor working in Petro chemicals Industry

Job Responsibilities & skills:
· Procurement of oil and gas materials and equipments from UK, USA, Japan, Korea, china market Mechanical materials like CS, SS pipes, steel, Flanges, Fittings, Valves. Safety equipments like Fire Extinguisher, H2s Gas detector, Civil Materials all types of materials like steel, cement, tiles etc.
· Development company Sales and marketing, identifying of new client 
· Involve in full process from Material request to order, E-Purchasing, Materials Inspection, delivery, Invoice preparation, Payment follow-up
· Searching and identifying sources of potential clients for developing Sales
· Worked via INCOTERMS International Logistic Rules Ex-works, C&F, CPT, CIF, FOB etc.
· Logistics Follow-ups monitoring delivery schedules coordinate with Inventory Warehouse, air freight and sea freight departments to ensure on-time delivery.
· Sea/airport clearance, collection/deposit container, import/export cargo cross stuffing etc.
· Logistic Coordination Expedite and arrangements from seaport, airport to last destination by land, sea and air.
· Arranging/Coordination with Transporter for materials dispatched till end destination
· Preparing monthly logistic report, analyzing process, and developing policies
· Answering to clients on respectively tender or shipment delivery schedule.



Procurement Executive				   			          Nov-2007 to Apr-2011
Marmul Falcon Trading & Contracting LLC – Muscat, Oman		 	     (3 years, 6 months)
Electrical Maintenance Company Working in Oil & Gas Industry

Job Responsibilities:
· Procurement of Electrical items OHL (Over Head Line) materials, Electrical Transformers, Electrical Indoor-Outdoor Termination Kit, Earth Pit Material, Conduit pipes etc.
· Buying PDO Safety equipments like PPE, Fire Extinguisher, H2s Gas detector
· Negotiating building Materials purchasing all types of materials like rolling, cement, tiles etc.
· Accommodation Booking in PDO Area like Tawoos, Socat etc, Transport arrangements and co-ordination with site.
· PDO Safety Course Booking like HSE, H2s, CMC, SJM, Driving Course etc.
· Responsible for Logistic, transport vehicle coordination
· Developing HR / Administration Policy in entire Organization
· Making Employee Contract and maintain personal file and keeping record
· Coordination with PRO for Ministry documents arrangements for ID card, Renewal etc.
· Record Keeping for Expatriate Agreements, Arrangements of Leave cycle, Ticket Booking
· Buying of office & printing stationary, monitoring, evaluation, maintaining of records, reporting

Admin & Purchase Assistant			   			         Aug-2006 to Oct-2007
JANVIKAS Trust - Ahmedabad, INDIA						    (1 years, 3 months)
NGO working for Society development 

Job Responsibilities:
· [bookmark: _Hlk17806234]Procurement of Light Motor Vehicles, setup for new branch offices, selection of place and processing of agreements
· buying medical policy for large no. employees,Events arrangements hiring hotels, lodging etc
· Purchasing Air, Rail Ticket, hospitality Management, catering services etc.,
· Administration activities, large numbers employees record maintenance
· Human Resource activities include recruitment, compensation, employee relations, benefits and other activities
· Procurement of stationary, Automobile, Assets, printed stationary, hospitality management
· Muster Maintenance, Leave Schedule Maintenance of employee record.
· Maintenance of Medical policy and Processing of Medical Insurance Claims
· Monitoring, Evaluation, Documentation and Reporting.

Accounts & Admin Assistant			   			         Feb-2005 to Jun-2007
CHRI Trust – Vadodara – India							    (1 years, 5 months)
NGO working for Society development

Job Responsibilities:
· [bookmark: _Hlk17806444]Daily Accounts activities Petty cash, cheque transfer payments, bank jobs etc.
· Staff Muster Maintenance, Salary making, Leave schedule maintenance of employee record
· Meeting Events arrangements, Air, train ticket booking for travelling staff
· Preparation monthly project expense report and submission to head office


PERSONAL DETAILS
FULL NAME		       	  : MOINUDDIN NIZAMUDDIN KAZI
FATHERS NAME	         	  : NIZAMUDDIN SAMSUDDIN KAZI
PERMANENT ADDRESS	  : 526, Kumbharvada,
    Halol Pin code 389350 Dist-Panchmahal,
    Gujarat INDIA
DOB			        	  : 13-11-1982	
MARITAL STATUS	       	  : Married
LANGUAGE KNOWN    	  : English, Hindi, Gujarati, Arabic (Manageable)
PASSPORT NO.	     	  : M6623819 , Oman Visa Expire: 24/04/2020


Declaration:

I hereby declare that the information furnished above is true and the best of my knowledge.

Place: Muscat, Oman									(Moin Kazi)



image1.jpeg




