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PERSONAL DETAILS
Address                              4 Nephine Road Lifestyle Estates South Hills 2197
Mobile                                0682087917
Email                                   sinethemba.mbatha@angloamerican.com
Identity Number               9207101304 089
Availability                        4 Weeks 

SUMMARY 

I am a dedicated, organized and enthusiastic individual. My work is conducted with excellence, and I have a clear, logical mind with a practical approach to problem solving. A highly performance driven and strategic orientated individual with remarkable extensive experience in procurement or purchasing with a demonstrated history of working in the Mining, chemicals and construction industry. Strong purchasing professional skilled in Operations Management, Analytical Skills, Microsoft Word, Teamwork, and SAP Product.

EDUCATION

NATIONAL DIPLOMA: BUILDING •2016•DURBAN UNIVERSITY OF TECHNOLOGY

MATRIC •2012• AMAHLUBI SECONDARY SCHOOL

EXPERIENCE

PURCHASING ADMINISTRATOR- ANGLO AMERICAN
APRIL 2024- TO DATE

· Resubmit failed Purchase Order transmission to Suppliers and remediate Master Data with SCSMD if required.
· Assist with purchase officer duties creating Purchase Orders, Identify and correct POs with Delivery Dates in the past 
· Review and resolve GWB/VIM Purchasing Queries.
· Review and resolve open transactions on MIR6 report.
· Expediting of Orders for Delivery.
· Review and address open queries for Trade Vendors on Creditors Age Analysis.
· Resolve GRIR imbalances.
· Submit new supplier request on SLP.
· Submit and follow up Temp vendor request on SLP.
· Submit Temp/inactive vendor unblocking request. Submit approved request to SCSMD Team.
· Review, Confirm and close Open PO Commitments > 1 Year




PURCHASING OFFICER – J2K CONSULTING (ANGLO AMERICAN)
AUGUST 2023 – MARCH 2024

· Adhere to the relevant Supply Chain strategy and ensure that critical tasks, performance targets, plans and budgets are adhered to with due consideration of risk identification.
· Adhere to all Anglo American’s procurement policies and procedures.
· Sourcing appropriate material, get competitive quotes and negotiate favourable rates from suppliers.
· Spot Sourcing activities for all purchase request that do not have an approved source of supply and ensure the necessary approvals are obtained for the request.
· Resolve bottle necks.
· Raise visibility of items purchased to enable their placement on contract.
· Provide effective and efficient administration and reporting.
· Maintain accurate records of purchases and pricing to avoid rework.
· Develop and maintain effective working relationships with suppliers.
· Evaluate supplier performance, handle queries and escalate critical issues.


SENIOR PROCUREMENT OFFICER- TEFLA GROUP 
JULY 2022- JULY 2023

· Receive purchase requests from site
· Process requests for purchase
· Maintain and update list of suppliers and their qualifications, delivery times, and potential future development
· Create and maintain good relationships with vendors/suppliers
· Sourcing appropriate material, get competitive quotes and negotiate favourable rates from suppliers
· Prepare purchase orders based on purchase requisitions
· Preparing payment requests and a payment schedule 
· Follow up on purchase orders and deliveries
· Send proof of payment to suppliers obtain invoices thereof
· Receive and process delivery note from site
· Ensure subcontractors are managed 
· Process invoices and delivery notes in “Buildsmart” system and submit to accounts
· Maintain accurate records of purchases and pricing

PROCURE TO PAY P2P (CONSULTANT) – GLENCORE – JUNE 2021- MAY 2022

· Monitoring of supplier PO acknowledgements.
· Track orders from placement through delivery.
· Clears the vendor/end-user queries within the required timeline.
· Expediting of POs with suppliers based on company rules and policy.
· End-to-End understanding of Purchase-to-Pay (P2P) process: (Purchase Requisition to Purchase Order creation, Vendor & Material Master, Invoice processing, Payments and Supplier Reconciliations).
· Growing professional relationships with various internal and external stakeholders.
· Research various vendor options and select the best options based on the Glencore’s needs.
· Work with vendors to determine a reasonable rate and to coordinate the timing and means of delivery.
· Handle any related to vendor service, such as poor product quality or delivery delays.
· Prompt PO amendments based on the information gathered from the expediting process.
· Monthly performance reporting on purchasing activities performed by the purchasing function


BUYER •SASOL • JAN 2018 TO 31 JANUARY 2020


· Adhere to all Sasol's procurement policies and procedures, including SOX requirements.
·  Negotiate delivery dates.
· Creating Purchasing orders
· Procure to pay for import orders.
· Execute procurement process to ensure that cycle times are met, and bottlenecks resolved.
· Sourcing for more suppliers 
· Request updated banking details from suppliers.
· Assist with procuring items outside my portfolio.
· Courier documents
· Be accountable for timely escalation with suppliers in cases of delivery time or quality breaches.
· Expediting orders
· Action purchasing requisitions.
· Creating RFQs
· Daily planning
· Updating score cards
· Attend to supplier’s queries.
· Invite new reliable suppliers.
· Negotiate prices with suppliers.
· To issue order confirmations to client
· Attend to remedy calls.
· Compliance of documents
· Scheduling meetings with suppliers
· savings and loses of the company.

PROJECT MANAGER: INTERN•IMVUSA TRADING 148 CC • OCT 2016 TO JUL 2017 

· Maintain project calendar and milestones.
· Manage design process with Programme Manager(BSC Submissions)
· Preparing Bills of Quantities
· Communication Management
· Assisting with Payment Process
· Administration/EXCO  reports and Project Status reports
· Quality Assurance

IN-SERVICE TRAINEE: QUANTIY SURVEYING•SABI CONSTRUCTION • JAN 2016 TO SEP 2016 

· Monitor work on site so that payments can be made to sub-contractors accordingly
· Setting out and taking measurements for excavations, pre-poured and post poured Concrete
· Keeping all construction progress information up to date.
· Preparation of Subcontractors and general workers payments 
· Carrying out Compulsory inspections on work done by subcontractors 
· Performing Administrative work.
· Performs profile setting out with the site foreman
· Ensuring compliance with safety and regulations on site

COMPETENCIES

· Microsoft word
· Microsoft power point
· Microsoft excel
· Internet (e-mail)
· SAP
· Microsoft Project 
· Negotiation skills 
· Bill of Quantities 
· Progress reports 
· Payment preparation
· Build smart
· Business communication skills

REFERENCES

· Available upon request
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