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Identify, evaluate, and maintain relationships with suppliers and
vendors. 
Prepare and process purchase orders, ensuring accuracy in
specifications and quantities. 
Monitor inventory levels and initiate reordering to prevent stock
shortages. 
Negotiate pricing, terms, and conditions with suppliers to secure
favorable agreements. 
Maintain accurate records of purchases, contracts, and supplier
communications. 
Ensure that purchased goods meet quality standards and
specifications. 
Stay informed about market trends and new products to recommend
improvements or alternatives. 
Work closely with other departments, such as finance and logistics, to
ensure smooth procurement processes. 
Address and resolve any issues related to purchases, such as delays
or discrepancies.
Prepare regular reports on purchasing activities, expenditures, and
supplier performance.
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Diploma in Hospital Administration

Greet and assist guests, ensuring a warm and welcoming atmosphere.
Serve as the primary point of contact for guests, addressing inquiries,
complaints, and special requests.
Facilitate the check-in and check-out processes, ensuring efficiency
and accuracy.
Work with various departments (housekeeping, front desk, dining,
etc.) to meet guest needs and resolve any concerns.
Handle guest complaints and concerns professionally, ensuring timely
resolution.

Native

Proficient

Proficient

Intermediate

I hold a Bachelor's degree in Economics and
bring over 6years of experience as a Guest
Relations Officer, where I excelled in enhancing
guest satisfaction and managing customer
interactions. Additionally, I have 9 months of
experience as a Purchase Coordinator in Dubai,
where I developed strong vendor management
and procurement skills. I am dedicated to
delivering excellent service and maintaining
positive relationships in all professional
environments.

EDUCATION
Bachelor of Economics 
Mahatma Gandhi University 

EXPERIENCE
Purchase Coordinator 
Babtain Ship Chandlar LLC

SKILLS

SUMMARY

LANGUAGES
English

Guest Relation Officer
My Car Used Car Showroom 

Hindi

Tamil

Mayalam

Good Communication Data Entry

ERP Excel MS Office

Problem Solving Confident 

Accountable Good Team Player 
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