Vijaya Arvind Mane			
E-mail:vijayakanase29@gmail.com		Mobile: +91 7448158522

CAREER OBJECTIVE

Seeking a challenging position to utilize my skills and abilities in areas of Purchase, Estimation and Projects which offers a professional growth while being resourceful, innovative and flexible

OVERVIEW

Total working experience of 7 Years in the areas of Purchase, Estimation, Project Planning & co-ordination.

· An effective communicator with excellent relationship building and interpersonal skills.
· Strong analytical problem solving and organizational abilities.
· Possess a flexible & detail oriented attitude.
· Ability to lead and work in cross-functional teams in a cross-cultural environment.

CAREER RECITAL

Orbittal Electromech Engg. Projects Pvt. Ltd.
Since Sep ’17	:	Purchase Executive		 

Orbittal is a professionally managed electrical engineering firm, specialized in medium and large scale project execution pan India. Orbittal has a strong pan India presence and handles HV (High Voltage), LV (Low Voltage) and MEP (Mechanical Electrical Plumbing) Projects.
· Study BOQ, send enquiry to vendors
· Research potential vendors. New Vendor development, Vendor selections & regularizing the vendors.
· Compare and evaluate offers from suppliers o ensure that they are in line with the technical and commercial specifications required for the project
· Negotiate contract terms of agreement and pricing
· Prepare purchase order
· Track orders and ensure timely delivery
· Review quality of purchased products
· Enter order details (e.g. vendors, quantities, prices) into internal databases
· Maintain updated records of purchased products, delivery information and invoices
· Prepare reports on purchases, including cost analyses
· Monitor stock levels and place orders as needed
· Coordinate with warehouse staff to ensure proper storage
· Support and coordinate with the various departments like accounts, execution, design, technical cell, site
· Ensure adequate stock levels
· Streamline procurement processes
· Assist in ISO Annual Performance Review for vendors
· Evaluate supplier performance based on quality standards, delivery time & best prices and ensure all the criteria are met according to the organizational requirements and expectation
· Analyze market and delivery systems in order to assess present and future material availability.
· Ensuring all stock is packaged appropriately and delivered to the correct location in a timely manner.
· Lead time reduction with alternate supplier development
· ISO system adherence and documentation
· Collect Inspection Calls from suppliers. Coordinate the concerned person in board and tracking the inspection calls.
· Plan for Monthly Budget & Materials requirements.


Phoenix Electricals (POWER DISTRUBATION NEW COMMITIONING AND MAINTENANCE), Pune
Mar ’16 to Sep ’17                    :	Project coordinator		 

· Handling responsibility of Estimation Engineer for preparing, adjudicating tenders from vendors, putting up of orders for project and signing off for final procurement. 
· Vendor development, negotiation, finalization of price and procurement of spares on-time to avoid breakdowns and production losses.
· Responsibilities cover project planning and coordination with site engineer.
· Preparing Purchase order, follow up for material, arrange material on site with given time limit.
· Designing in AutoCAD– Single Line Diagram


PINNNACLE ENGINEERING SOLUTIONS (I) PVT LTD, Pune
July ’14 to Feb ’16                    Project Engineer		

Pinnacle is Total engineering solutions company in industrial management system. Prime focused business is open access and power trading job of ABT metering. Meter trading like ABT meter, HT/LT meter, Summation Meter & erection and commissioning ABT meter.
· Responsibilities cover project planning, coordination and monitoring. 
· Preparation BOQ as per site visit report, preparing offer as per clients requirement 
· Preparation of tender pre-qualification documents by understanding the company (client) work performed experience.
· Complete understanding of Tenders with respect to scope of work, pricing schedule and nonmaterial requirement 
· To prepare technical submission and documentation, as may be required for submission to clients and consultants.
· To Draft & finalize bid offer letters, submit revised price, do clarifications etc.
· Capable of preparing the inquiries with proper technical specifications as per the tender and understanding of quotations with respect to technical, commercial and tender’s contractual requirement.
· Responsible for interactions with all government officials (MSETCL, MSEDCL, EI), getting the required approvals for a project and Plant start up, shutdown.
· Designing in AutoCAD – Single Line Diagram, Sub Station Layout and Elevation.
· Also handling responsibility of Estimation Engineer for preparing, adjudicating tenders from vendors, putting up of orders for project and signing off for final procurement.
· Understand correct needs of the client and convert it to technical specifications.

Procurement and Vendor Development:

· Vendor development / Prepare of Enquiry. 
· Interaction with supplier to get Price/any other technical data required for project.
· Follow up with client to get drawing approval, changes in price, amendment etc.
· Preparing comparative statement & Purchase/Work Order.
· Finding out basic description and requirements of the project.
· Handled successfully Project of ABT Metering/Open Access 33 kV to 220 kV.
· Successfully completed CEIG approval & liaison work for Off-Grid Solar project – Mahindra EPC, Pune, 250kwp.
· Understand requirement, clear technical queries and complete project of client( sterling & Wilson, Kokban Automation, Automotive Research Association of India (ARAI), Leena Powertech, Signet, Pratibha Electricals, Mahalakshmi Electromech etc.
· Trading of Energy meter, CMRI, communication cable, Energy meter accessories & software.






ELECTRAA SOLAR PVT. LTD. , SATARA
Sep ’13 to July ’14                    Electrical Design Engineer		

· Designing in Auto CAD as per Clients requirement.
· Interaction with supplier to get Price.
· Checking & inspection of solar lantern, batteries, street light.
· Coordination with client regarding solar product requirement, issues of product, clear the issues in coordination with technical & management team.
· Preparing new Purchase Orders as per technical requirement.


ACADEMIC PROFILE

· B.E. (Electrical) from Pune University (JSPM) with (58.83%).
· Diploma (Electrical) from MSBTE board with (71.31%)
· SSC from Shivaji University with 75.84%

COMPUTER PROFICIENCY

AUTO-CAD		
MS office, MS Excel, Net surfing


PERSONAL DETAILS
Name 				: 	Vijaya Arvind Mane
Date of Birth			: 	30th June 1992
Languages Known		: 	English, Hindi and Marathi
Correspondence Address                 : 	Flat No 102, Golden Apartment,  
                                                  	               Kamathe Wasti, Shivane Pune – 411 023.
Permanent Address		:	Fl. No. S-3, Sr. No. 826,1/2 Karishma Nest, 
					Shaniwar Peth, Satara – 415 002.
Contact				:	7448158522
Gender				:	Female
Marital Status			:	Married
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