CURRICULUM VITAE
Objective:  - To be part of a successful team, work towards the organizational                            development & self enhancement to utilize my skills and abilities in a position of field that offers a career growth.

Skills
· Good negotiation skills

· Exceptional versatility and adaptability. 

· Dedication and drive as a hard-working individual. 

· Strong analytical and organizational skills.

· Excellent interpersonal skills, phone manner, and office etiquette.

Professional Experience 
1. Presently working for Bharati Vidyapeeth Medical Foundation in Central Office (From Sept, 2015 till date) Looking after all Nursing recruitment Procedure and
Joining formalities, Administrative duties and recordkeeping, Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation. Joining procedure and working in Spine Software.
2. 4 years as Procurement – Executive (From 2005 to 2008)
            Company Name
: 
Primacy Industries Ltd., Baikampady Mangalore

 



(www.primcyind.com) 100% EOU

One of the largest manufactures of perfumed and designer candles
Responsibilities: (as Procurement Executive)
· Procure materials as per requirements to meet quality, quantity & time specifications.

· Helping Purchase Manager in sourcing & development of new Vendor’s.

· Helping Purchase Manager to select acceptable vendors & negotiation with them on purchase terms, price, quality & other related factors.

· Placing purchase orders for materials & services, considering economic levels, open ordering buy consideration priority of orders.

· Follow up with the suppliers to supply the materials on committed dates.

· Prioritizing and getting the materials for production as scheduled.

· Giving the Vendor performance review to Purchase Manager

· Interacting with vendors to develop materials specifications to control quality & to solve problems involved in receipt & usage of materials.

· Plan for procurement of materials and equipments in coordination with production planning department.

· Ensure to get proper materials of products as per specification given by the buyer.

· Development, inventories norms for all consumables spares & manage inventory.

· Taking care of material transportation and also responsible to get the job work materials from sub contractors.

· Responsible for local purchases 

· Coordination with local transporters to get the materials on right time and also responsible to send the outgoing materials for job work.

· Courier enquiry - to get the samples or materials sent and its arrival.

· Responsible for sending the samples to suppliers for development work.

· Coordination with production, maintenance, lab, stores and other dept. for their day today requirements

· Responsible to arrange for sending back the Rejected materials to concerned suppliers with related documents.

· Documentation

· Taking care of procurement dept in the absence of Purchase Manager

3.  3 years as PRO (from 2002 to 2005)
Firm Name

:
Eden Aquatic & Sports Foundation 
4.  1 years Office Assistant (from 2000 to 2001)

Firm Name

:
Dhir Enterprises




 
(Dealers in heavy earth moving equipment spares)

Personal:

Name



:
Thejaswini Shetty

Date of Birth


:   
June 17th 1979

Place of Birth


:  
Mangalore 

Husband’s Name

:  
Rithesh Shetty

Nationality     


:  
Indian 

Height            


: 
5.5 

Weight           


:  
80 Kg 

Languages Known  

:
English, Hindi, Kannada, Tulu (Mother Tongue)

Phone                                   
:    
7038347763
Address


:
Shivai Complex, 2nd Floor, 






Flat No 15, Near Axis Bank 

                                                            Dattanagar Chowk, Pune – 411046             

Education


:
Bachelors of Arts (Secretarial Practice)
Additional Qualification
:
Diploma in Computers 

Other Activities

:
Hobbies: - Listening to Music, Gardening, etc
Date: - 25/02/2022
Place:-
Pune






               (Thejaswini Shetty)
