SHAKEELA SADDIQUE
E-mail: shakela.saddique@gmail.com
Contact No. 0308-5080326
PROFESSIONAL SUMMARY / CAREER OBJECTIVE

Highly dedicated and committed individual, with fast learning ability. Looking forward to work in a dynamic environment that offers many opportunities for professional growth and development.
ACADEMICS          
MBA Executive
Comsats University Islamabad   








(2015-2018)
EXPERIENCE

Senior Officer (F & A):



                                                               May 2015 to date
Attock Petroleum Limited

· Verification and processing of petty cash bills of all offices
· Verification and processing of all indirect payments

· Credit Notes of Retail Outlets

· Preparation of WHT statement on monthly basis

· Verification of NTN/STRN on weekly Basis for every payment

· Reimbursement of expenses related to Travelling/Advance

· Verification & Payment of annual advertisement tax of retail outlets

· Processing & Payment of  Sales Commission of Retail Outlets Quarterly
· Timely and proper record keeping on monthly basis. 
Finance Executive:  





                           August 2011 to December 2014 Radio Buraq Private Limited
· Maintenance of cash and Bank Book and to update on daily basis

· Verification & Processing  of petty cash reimbursements as per requirement
· Preparation of Payable Batch and Processing of indirect payments
· Preparation of Bank Receipt Vouchers

· Preparation of Purchase Order for Procurement

· Reconciliation of all the Banks at the end of month
· Preparation of Bank Position & Cash Flow for the Month

· Maintenance of Advance against salary record, salary transfer letters & Pay slips to support payroll
· Preparation of presenters wages for the Month

· Maintenance of EOBI records and registration of new inductions.
· Preparation of Income & Sales tax details for the Month and Online filling
· Preparation of WHT detail and its payment

Additional Responsibility: 






      January 2014 to March 2014 

CTS Executive (Commercial Traffic Scheduler) 
· Scheduling and execution of all client advertisement campaigns and promos as planned through TNBT (Software).
· Issuance of transmission certificates for Invoice generation. 

Finance Officer:







         January 2011 to June 2011
Florence Farmaceuticals Private Limited
· Preparation of Cash payment, Cash Receipt, Bank Payment & Bank Receipt Vouchers
· Invoice Receiving and its verification
· Preparation and dispatch of Invoices
· Maintenance of Debtors & Creditors Ledgers
· Bank Reconciliation Statement for the Month      
PERSONAL ATTRIBUTES, SKILLS & INTERESTS
· Proficient user of Microsoft Office
· Good user of Sidat Hyder Associates Financials and SunSystems (Accounting Softwares)
· Sufficient knowledge in QuickBooks (Accounting Software)
· Strong administrative and office work skills

· Ability to achieve deadlines & meet targets
· Can work under pressure

