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	MUAMMAD ADNAN 

	Personal Information
	Date of birth                                 18th September 1988                                          
Marital Status:                             Married
 Nationality                                   Pakistani


	Objectives
	To work in a fully professional environment to utilize and improve my skills at the level best with lore and commitment and To obtain a challenging position in a highly regarded organization, to offer an opportunity of Integrity, Professionalism, devotion, and Respect.

	Professional Experience

	      Experience .1
	Organization
	Government of Baluchistan, Pakistan,
Planning and Development Department.

	
	Type of Organization
	Government Department

	
	Project  
	CAPACITY BUILDING PROJECT

	
	Designation
	Assistant Manager Finance/Accounts

	
	Location
	Quetta Baluchistan, Pakistan

	
	Tenure
	From 1-7-2012 To 31/12/2012

	
	Job Description


	· Helps all operation in preparing and understanding Project’s budget.
· Helps and analyses monthly financial reports of capacity building project and reports variances to PM/ Program Head/ GM Finance.
· Arranges for timely disbursement of funds required by programs.
· Supervises all administration and logistics arrangements for programs
· Compiles Monthly Progress Report of the Project.
· Verify bills

	Experience. 2
	Organization
	Pakistan Telecommunication company limited (PTCL).


	
	Type of Organization
	NATIONAL 

	
	Designation
	Internee (1 year internship program).

	
	Location
	Quetta, Pakistan 

	
	Tenure
	From 1-2-2013 To 28/2/2014

	
	Job Description
	· Assist with month-end financial reports.
· Post journal entries.
· Help with accounts receivable, payable.
· Help in preparation of Bank reconciliation.
· Balance sheet reconciliation.
· Work with the finance team on yearly forecasting efforts.
· Manage the monthly tracking of our physical inventory.
· Support the payment processing team.
· Data entry.
· Credit checks.
· Job Analysis.
· Assist in Recruitment and selection.
· Assist in Training and Development.
· Assist in Performance evaluation and Appraisal.
· Assist in Compensation. 
· 

	EDUCATION
	
	International NGO 

	     1
	Degree Name
	BBA (Hon,s)

	
	Level Attained
	Graduation  Degree equivalent to masters

	
	University
	International Islamic university Islamabad Pakistan

	
	Session
	2008-2012

	
	Majors
	Financial Management , Advanced Accounting, Investment & Banking, Research  ,Qualitative Techniques’            Marketing, Project Management  ,Human Resource Management

	      4
	Degree Name
	F.S.C 

	
	Level Attained
	Intermediate   Degree

	
	Institute
	Tameer I Nou Public college Quetta.

	
	Address
	Baluchistan Board of intermediate and secondary education, Pakistan.

	
	Majors
	Pre Medical Science

	     5
	Degree Name
	Matriculation 

	
	Level Attained
	Secondary  Degree

	
	Institute
	Government High School Zhob.   

	
	Address
	Baluchistan Board of intermediate and secondary education, Pakistan.

	
	Majors
	Science  

	Language 

	Language 

	
	Write
	Read 
	Speak 
	Understand 

	
	English

	Fluent
	Fluent
	Fluent
	Easily 

	
	Urdu

	Fluent
	Fluent
	Fluent
	Easily 

	Computer Skills & Accounting softwares

	
	        MS Excel

MS Word

MS Power Point

MS Access

Installations
Quick book and Peachtree

ACCPAC

Tally

	Skills

	
	Team Working & Leadership:

During my experience, I have successfully planned, organized and managed various tasks and projects. I have been consistently involved in effective communication with all key workers that require good teamwork; such as working in consulting teams and discussions about key issues and project performance.

Communication & Influencing Skills:

I have learnt interpersonal and negotiation skills that allow me to interact with a range of people effectively.

Problem Solving:

Project planning, time management, task prioritization and flexibility have played an important role throughout my Academic and professional career. I was given a number of complex projects and tasks to be completed in a short time, but the skills of problem solving anchored me to complete those tasks within due time.

Sense of Personal Responsibility:

Throughout my work experiences and education, I have been assigned many responsibilities, projects and Assignments, and always carried out quickly, efficiently, and to the best of my ability. I have also ensured to comply with all rules and regulations.

	References: Can be furnished if required.
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