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Professional Profile and Objectives

· An individual with strong academic and professional background

· Seeking career with a progressive organization

· Having result oriented approach and potential to grow by self-motivation

· To contribute at strategic level towards the achievement of organizational goals

· Ability to adapt dynamic organizational environment promptly

· Management of tasks to achieve accomplishment within desired time levels
· Having knowledge of various accounting software packages and able to work in dynamic information system environment
Professional History

1. Finance Officer at Interfaith League Against Poverty (I-LAP) NGO – Sep. 2010 to Sep. 2013
Main responsibilities included the following:

· Implementation of internal control procedures.

· Development of accounting related work flow and information system

· Preparation of budgets for field offices.

· Project based Financial Reporting.

· Reviewing and checking all transactions are in compliance with donor requirements.

· Processing and finalizing the monthly transaction spreadsheets for onward posting to accounting system.
· Posting financial data Project vice and Head Office in Quick Books Accounting software.

· Manage the month end accounting close process, ensuring the accuracy and completeness of the ledger, sub journals and all supporting documentation. 

· Management and processing of bank transactions on daily basis along with periodic bank reconciliations. 

· Write checks, transfer letters to the bank and keeps the record of such transactions.

· Preparing cash forecasts and Cash Transfer Requests for overall program keeping in view the monthly cash needs. 

· Prepare and manage the payment both Head Office and Request received from Field Offices.

· Management of Cheque Book Register, Petty Cash, Fixed Assets Register, and Accounts Payable.
· Maintain and submission of with-holding tax liabilities.

· Voucher preparation along with supporting documents (With proper paper trail).

· Issuance of tax certificates to vendors and staff.

· Assist Finance Manager in monitoring of the field offices when required including surprise field visits.

· Preparing/updating Grants/Budget Filing. 

· Assist the Finance Manager in responding to audit inquiries.

· Responsible for preparing monthly staff salaries (pay-roll).
2. Accountant at Star Prefab Houses FZC, Sharjah - U.A.E – Oct. 2008 to Oct. 2009
Main responsibilities included the following:
· Maintaining Book of Accounts on Peach Tree Accounting Software.

· Management of Payroll.

· Maintenance and management of Accounts Receivable and Accounts Payable. 

· Stock taking on periodic basis for internal and external audit purpose.

· Maintain Petty Cash. 

· Preparation of Bank Reconciliation.

· To supervise the planning and schedules for correct and timely kitting and delivery of materials, ensure smooth material flow & practice FIFO.

· Ordering for stock and special martial. 

· Reviews stock/inventory reports and use specialized knowledge of goods to estimate needs and order appropriate quantities of standard and special order items, recommends and implements additions or deletions to standard stock items.

· Finish Goods Stock Reports.

· To co-ordinate and communicate with other organizational departments, especially purchase, sales and transportation departments.
· Maintain Inventory and Assets records to fit the optimum levels.

· Developed information and work flow related to all accounting activities.
· To prepare management reports on periodic and ad-hoc basis.
______________________________________________________________________________ 

Professional Internships

Accounting and Audit Trainee at Tariq Ayub, Anwar & Co. Chartered Accounts, Islamabad (A Member Firm of “Clarkson Hyde International”) - Training: June 2007 to Sep 2008
During my internship, I accomplished the following:

· Verification of Financial Statements.

· Verification of Banking Transactions.

· Verification of Procurement.

· Verification of Payroll & Billing.

· Verification of Invoices.

· Verification of Expenses and Revenues.

· Advances & Prepayments.

· Maintaining Accounts through Quick Book & Peach Tree Software’s of Clients.
Professional Trainings Courses
Peachtree Accounting Software     September 2010 (One Month) from Account Tech

Quick Books Accounting Software    July 2010 (One Month) from Account Tech
______________________________________________________________________________
Educational Qualification:

· Master of Business Administration (M.B.A.) with specialization in Finance

· Completion year: 2008

· Sarhad University, Peshawar, Pakistan.

· Bachelor of Commerce (B.Com.)
· Completion year: 2005

· Hazara University, Pakistan. 
______________________________________________________________________________
Languages Ability:

· English

· Urdu

· Hindko  & Pashtu
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