Curriculum Vite
 Sandeep Suri 

 Q – 6, Old Double Storey

 Lajpat Nagar – 04

 New Delhi - 110024

 Mob: 9953692026
mailto:s.suri123@gmail.com
Career Objective

I believe in a long-term relationship and want to grow with the company, accumulating invaluable experience.

Educational Qualification

· Master Degree      :  PGDBM from Guru Jambeshwar University of Science & 




        Technology, Hisar.
· Graduation           :  Graduate from Delhi University.

· Higher Secondary:  Central Board of Secondary Education, New Delhi. 

· Matriculation

    :  Central Board of Secondary Education, New Delhi. 

Computer proficiency
· Animated package :     MS-Excel/MS-Power Point, Microsoft Word
· ERP Software        :     SAP-SRM, PeopleSoft.

· Pyramid IT Consulting Pvt Ltd
Duration
: 19th March 2012 to till.



Location 
: Aon Services India Pvt. Ltd, Aon Center, Gurgaon, Sohna Road,  



Function
:  Procurement Analyst
Work Profile:
· Invoice Processing- Invoice validation, Vendor claim form, GRN creation, IIR report creation, delivery challan quantity checking, invoice correction, submission of invoice in finance.
· Vendor dealing – Sending RFQs to vendor and receiving RFQs and analyzing with the upper management and raising requisition in ERP tool after approval and sending PO to the vendor.
· Follow up with the vendors for onsite delivery of goods on time and on the basis of delivery making IIR report (Installation / Inspection report) for invoice processing.
· Updating internal and external customers for progress of project delivery and payment status to reduce the communication gap for better procurement process.
· Trackers Update – Capex-Opex tracker, Invoice detail tracker, Vendor payment tracker, sim distribution tracker, APAC telecom tracker, APAC & Global interoffice connectivity tracker updation.
· Monthly expense report of data cards, analog lines, PRI’s, MVOIP, Audio & Web conference expense, Telecom expense report, internet line report.
· Provisioning to finance team of payment done on monthly, quarterly, half yearly and yearly to vendor and expected payment date reports for records updation.
· Taking approvals from HOD for non-PO expense and submission of invoice after summary approved.
· Handling telecom grievances (Activation & De-activation of various services used by high level of management and new COCP connection).
· Work on Microsoft package – MS Outlook, PeopleSoft ERP package, Internet, Recording softcopies of invoices in folders in a systematic manner.
· IT spend analysis report on various project running in the organization at different location in APAC.
· Local vendor invoice processing, data card billing as a part of central team interacting with internal and external customers to satisfy the requirement organization and vendor satisfaction. 
· Manpower Solutions India Pvt Ltd.
Duration
: March 2007 to March 2012.



Location 
: Ericsson India Pvt Ltd, DLF Cyber City, Gurgaon Sector    

   25A, Opposite to ESPN Building.


Function
:  Executive. 

Work Profile: 

1. Maintain IT requisition data as per the different departments requirement in the 

organization .
2. Sending RFQ to vendor as per the requirement of different departments in organization and analyzing RFQ, negotiation part comes and raise PO in ERP.
3. Negotiation with vendor on price, service and delivery requirement as per the     

requisition.


4. Handling payments records and followup with finance for expected payment dates to inform vendors
6. Purchase order creation and sending to selected vendor/ supplier.
7. Follow-up of purchase orders for delivery in due time.
8. Verification and passing of supplier bill to see that payment are made promptly.

9. Correspondence and dealing with suppliers, carrier etc, regarding, shortages, rejection etc., reported by the store Department.

10. Maintaining purchase order record in the form of hard and soft copy. 
    Personal details
Father’s name
:
Lt. Shri Ram Prakash Suri

Marital status
:
Married

Sex
:
Male

Language known
:
Hindi, Punjabi & English
Salary drawn
:
Negotiable
Date
:      /     / 2016
Place
:   New Delhi                                                                      Sandeep Suri
                                                                                                              (Signature)
