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MANI SAJNANI 





SKILLS & STRENGTHS





WORK HISTORY





WORK HISTORY








QUALIFICATIONS





PERSONAL DETAILS





Date of Birth: 28th Dec 1988�Religion & Nationality: Hindu & Indian�Languages: English, Hindi & Sindhi





License: UAE/INDIAN Driving License��





Team Leadership


Customer Relationship �Management


Selling Skills


Communication


Sales Training


Sales Forecasting


Strong Time Management


Budgeting and Finance


Visual Merchandising�������





Indraprastha University, Delhi, India�MBA (Marketing & Finance)-2013�BBA -2011�C.B.S.E Board�HSC &SSC in 2005 & 2007 respectively.








�Marks& Spencer Reliance India Pvt. Ltd�08/2013-11/2014�Sales Assistant –Operations


Continually monitoring the achievement of my floor department targets and update the board and Q-cards of mine and my floor team.


Involved in analysing sale reports and set targets to be achieved. By ensuring the stock availability and send the weekly stock requirement and updating my team regarding the sales targets and also update it on the board.








Petrotech(Parker Instrumentation) Enterprises LLC, Dubai UAE


05/2017-05/2021


Procurement officer


Handling various brands Parker Instruments, DKLOK, Ks tools, Apollo conbracco valves.


Making Quotation as per client’s requirements for the customer or for the corporate.


Payments follow up efficiently and regularly without delay.


Purchasing Locally material from the supplier as per Client requirement


Maintaining day to day expenses.


Taking care of local Client as well as International Client.


Perform market research to determine appropriate suppliers and vendors for technically specific products/ equipment’s.


Plan and order material as per client requirement and arrange the delivery as per schedule.


�


Jashanmal National Company, Abudhabi UAE �03/2015 - 04/2017 �Supervisor 


Making Quotation as per client’s requirements for the customer or for the corporate.


Payments follow up efficiently and regularly without delaying.


Maintaining Good transfer documents.


Making the chief cashier Reports daily after closing.


Making SLG and Evaluation Report daily morning.


Maintaining Petty-cash and clear it every month.


Serving the customers and make them satisfy by providing the goods as per their requirements & got appreciation for this.


Preparing manual Invoices for the customers against advance payments & updating sales reporting with giving feedback to Management


Maintaining the Wedding Registries files and updates the files in a system as well.


Requesting goods from other branches as well from the Warehouse as per customer need.


Regular maintaining the records for Etihad Air Miles.


Maintaining the Roaster every week.



































Khalifa Complex


Abudhabi, UAE


00971529119874


sajnanimani9@gmail.com








EXPERIENCE


Procurement Officer has 4+ years of experience in Oil and Gas Industry. Recognized for ability to communicate with customers and provide exceptional service that ensures client retention and positive feedback. Highly trustworthy, discreet and ethical and also Resourceful in the completion of projects, effective at multi-tasking.





 PROCUREMENT OFFICER 


  +918448303261�














