Noleen Laura Saohatse				Production Buyer 
Physical Address:	13 Pigeon Street, Halfway Gardens	Cell Number:	(+27) 084 554 7410
Midrand	Alternative: 	(+27) 072 199 7022 (Mother)
Johannesburg				Date of Birth:	19.02.1991
					Drivers Licence:	 Code 8
Email Address:		lauradewee@gmail.com	
Nationality: 		South African 

Profile	I am a people’s person, an innovative team player with lots of drive and passion to always deliver the highest level of service.
A hard worker and a willing leaner, ready and willing to serve your dynamic organization with dedication and to utilize and exceed my potential very effectively pertaining to goals and objectives of your innovative company.
Once I am orientated with all the procedures relating to the position, I see myself becoming a valuable interparty of your organization.
I trust my credentials comply with your selection criteria and will be considered eligible for the position.

Employment History 
January 2018 – Present		Buyer
Elandsfontein, Germiston 		CBI-electric: low voltage (Pty) Ltd
· Processing, Signing & Distribution of Purchase Orders to Suppliers.
· Evaluate and action the periodic MRP and all other relevant purchasing reports in a timeous, professional and expedient manner and to inform vendors of future requirement trends.
· Expedite orders efficiently, effectively and timeously, so that production schedules are maintained, and production stoppages are eliminated.
· Liaise with the Technical Buyer to facilitate sampling / implementation of new or revised materials and / or phase out of obsolete materials.
· Promote mutually advantageous relationships with approved and possible vendors and promoting developments in their technology or abilities that could be advantageous to CBI.
· Efficiently and effectively provide Shipping and shipping expediting service to maintain imported goods and materials purchased.
· Tracking & following up of outstanding and late orders
· Negotiation prices with Supplier
· Maintaining a relationship with Supplier
· Investigate and verify queries related to orders
· Verify and scrutinize invoice received match purchase orders.
· Evaluate and action all relevant Purchasing Reports
· Cost Saving
· Specification revision checks with Supplier.
· Terms & Conditions with Supplier.
· Following up on outstanding P.O.D.’s
· Maintaining clientele relationship with Suppliers.
· Responding to specification queries from suppliers & then forwarding to relevant department – Engineering for further investigation.
· Maintaining Updated Sampling Documentation.
· Negotiate with possible or suggested suppliers for the best price, terms and delivery and the correct quality of good or service, given the specific requirements of the client, and thereby add value to consumable buying.
· Investigate and verify accounts queries related to your orders.
· Facilitate good relationships between Purchasing department and user departments and vendors.
· Affect expediting efficiently, effectively and timeously, so that schedules are maintained, and production stoppages are eliminated.
· Ensure all company and departmental procedures, which relate to your duties, are strictly adhered to.
· Ensure that vendors understand, accept and always conform to CBI’s quality requirements.
· Actively promote good communication by providing timeous feedback to management and other interested parties of all relevant information.
· Monitor and maintain your open orders in terms of the Purchasing Department’s Procedures.


March 2013 – April 2017		Receptionist & Administrator
Brakpan, Johannesburg 			Tega Industries South Africa
· [bookmark: _80m0megl6m3e]Frontline Administration.
· Managing Switchboard.
· Receiving & Delivering Messages
· Client queries telephonically & walk in client			
· PA to MD, FD & HR Manager.
· Minute recordings in meetings.
· Diary Management – Electronic.
· Accounts Administrator: 
· Loading orders onto SAP.
· Ordering of stationery & monthly groceries.
· Typing of legal documentation.
· Business Writing.
· Credit Facilities applications.
· Creditors Recon.
· Creditors Payments.
· System Used: SAP & MIRO.			
· Assisting various departments. 
April 2012 – January 2013		Receptionist
[bookmark: _jx2g99olagu3]Meadowdale, Germiston 		Sabelco Electrical 
· Frontline Administration
· Managing calls and queries accounts and sales related
· Logging calls, Telkom, Konica, Security Receiving
· Accounts Assistant:
· Vouching of Tax Invoices.
· Checking of Tax Invoices & Delivery Notes Correspond.
· Client queries.
· Booking of boardroom for meetings & arranging refreshments. 
· General Scanning, Filing & Administration.



Education 	
January 2023 – December 2025		Regent Business School
Qualification Achievement Status	Complete 
					BCOM Supply Chain Management 
					Year 1 (Passed) - 2023
· Economics
· Accounting
· Statistics
· Business Management
· Business Communications
Year 2 (Passed) - 2024
· Supply Chain Management 2
· Commercial Law 201
· Logistics Management 2
· Business Management 2
· Business Information Systems 202
Year 3 (Current) - 2025
· Ethics and Corporate Governance  
· Project Management  
· Operations Management 
· Supply Chain Management 3
· Logistics Management 3

January 2009 – December 2009		Willowmoore High School
· Matric
· English
· Afrikaans
· Biology
· Business Studies
· Geography
· Math’s Literacy 

Skills & Personality Traits	 	SAP	
MRP & ERP
					Microsoft Office – Word, Excel, PowerPoint 	
					Business Writing 
					Negotiation Skills
					 
					
 


References				CBI-Electric-low voltage 		
					Sinethemba Sithole 
					Technical Buyer 
					076 818 1756
					Tega Industries South Africa 
					Wiseman Dladla 	
					HR Executive
					084 640 0646
				

“Achievements and Relationships can enhance Goals in the work place, but it has to start from within”

“If you haven’t failed, you haven’t tried”
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