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Shamaila
Email: 

shamaila.333039@2freemail.com
Nationality:
Pakistani

Date of Birth:
1st March 1987

Marital Status:
Married
Visa Status:
Husband Sponsorship 
Visa Validity:
23-11-2019

Languages:
English & Urdu

Career Objectives:
Seeking a senior level position in Finance & Procurement wherein years of extensive experience in those fields will be fully utilized. I wish to contribute my knowledge of various processes and methods to benefit the company wherein I can further my professional advancement.

Academic Qualification:
· MBA Finance from Jinnah University for Women Karachi - 2012 (GPA 3.65)                                                                                                

· B.Com from Punjab University Lahore – 2009 (1st Division)

· I.C.S (General Science Group) from Islamia College of Commerce – 2007 (1st Division)  

· Matric (Science Group) from Govt. Girls High School – 2005 (A Grade)
Professional Experience: 

Hakimsons Group of Industries, Karachi, Pakistan – (June 2010 - Apr 2011)

Job Title: Finance Officer
Responsibilities: 

· Report to Senior Manager Accounts.

· Prepare Credit Voucher, Debit Voucher, JVs  &  Party’s Payments

· Prepare Bank Reconciliation statements. 

· Up-dated Debtors Outstanding Sheets.
· Approved Commercial Orders & Post Sale Invoices

· Prepare Credit Note After Verification as per Policy.

· Prepare Staff PF contribution / Loan & Arrear sheets.

· Prepare Purchase Certificates after verification

· Prepare Debtors Ageing Sheets.

· Prepare Detail of Fuel Bill Control Sheet  

· Dispatch Documents.
Helix Pharma Pvt. Limited, Karachi, Pakistan – (May 2011 to Sep 2016)
Job Title: Assistant Purchase Manager in Planning & Procurement Dept.
Responsibilities:
· Report to Senior Manager of Planning & Procurement. 
· Ensure competent quality execution of all regular purchasing duties and administrative works.

· Maintain complete updated purchasing records/data and pricing in the system.
· Schedule store visits and conduct survey.

· Execution and monitoring of all regular purchasing duties, Giveaways and all printing work of Marketing Dept. i-e Folder, Drop Card, Rx pads etc.
· Coordinate with user departments and suppliers in the purchasing scope of work for projects assigned.

· Assist in managing and following up overseas orders.

· Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts.

· Support relevant departments with quotations for the purpose of tenders.

· Coordinate with suppliers to ensure on-time delivery.

· Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.

· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Negotiate for best purchasing package (in terms of quality, price, term, delivery and service) with suppliers and sub-contractors assigned.

· Purchase and issue order in accordance to specification.

· Source for new parts, suppliers or sub-contractors when the need arises.

· Monitor and co-ordinate deliveries of items between suppliers (local and overseas)
Professional Strengths:

· Responsible, hardworking, achieving set goals and working on own initiative.
· Ability to analyze information effectively, fast learning skills.
· Strong interpersonal and communication skills,
· Confident, Innovative and Optimistic.

· Team Player and Result Oriented.

· Strong and quick acquiring of new technologies.
Computer Skills:
· Diploma CIT (Computer & Information Technology)

· Microsoft Office 2010
· Supply Chain Management Application   
· ERP
· SAP
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