PRIYA BHARDWAJ
Mobile: +917982901169

Email:   priya.pb93@gmail.com
Address – House no-53, P block, Nivedita Kunj, Sector 10, RK Puram, New Delhi, 110022
CAREER OBJECTIVE
To fully devote myself to the work assigned and contribute in achieving the organization's objectives. handle tough situations logically and be a part of solutions rather than a problem and to initiate, lead and forge the team spirit in the project.

SKILLS
Vendor management,Order creation, Dispatch Creation,Negotiation, Inventory management, Strong interpersonal skills, supplier/client market analysis
PROFESSIONAL EXPERIENCE
OFB Tech Private Limited (NBFC)






July 2017- till date
Position: Assistant Manager – Purchase 
Job Responsibilities:
· Prepare and process requisitions and purchase orders for supplies and equipment. 

· Review purchase order claims and contracts for conformance to company policy.

· Analyze market and delivery systems in order to assess present and future material availability.

· Managing relationships with vendors and suppliers.

· Supplier/client market analysis.

· Negotiating appropriate contracts for pricing and supply and closing deals with optimal terms.

· Coordinating with suppliers & managing supply operations by tracking incoming inventory & delivery arrival time.

· Organizing and updating database of suppliers, delivery times, invoices, and quantity of supplies.

· Working with team members to develop future purchasing plans and potential relationships with vendors. 

· Ensure orders are placed to relevant supply partners, maintaining quality and pricing standard.

· Follow up rigorously to ensure orders are fulfilled on time in Full by supply partners.

· Coordinate with Logistics team and ensure timely deliveries to Customers with accurate supporting documents.
Policy Bazaar .com 







July 2016 – March 2017
Business Development
Job Responsibilities:

· Receive inbound calls and make outbound calls to domestic.

· Communicate with client and Pitch the health plan.

· Selling Health Insurance according to their profile

· Communicate clients through phone calls, email

· Taking Follow up with client for the underwriting 
EDUCATION
	MBA
	Marketing & HR
	2016

	BCA
	C++, FOC, Maths
	2014

	12th
	PCM
	2011

	10th
	Match, English, Science
	2009


ACHIEVEMENTS
Academic


· Got Student of the batch Award and Academic Excellence Trophy in MBA.

· Got First Position in Business plan Presentation for the college.
Cultural


· Event manager in annual fest of college.
· Anchoring in College fest.
