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Career Objective
To work professionally in the field of Accountancy and Finance by applying my knowledge and utilizing my experience for the best interest of my employer.

Professional Experience
Deputy Director Finance
Punjab Education Foundation (PEF)

Head Office, Lahore, Pakistan

February 15, 2010 to till date

Duties and Responsibilities:
· To execute and manage program payments of Continuous Professional Development Program (CPDP). 
· Timely processing and submission of 
o
Salaries of all Regular and Contractual Employees at Head and Regional Offices
o
Earned Leave
o
Allowances
o
Daily Wages payments
o  Interns stipend 
· Verifying and ensuring the processing and updating of permanent employees benefits o Pension 
o  Benevolent Fund 
o General Provident Fund o Group Insurance 
On monthly basis along with monthly payment of Pension and Benevolent Fund to Pensioners 
· Checking all the procurements as made of capital nature in Head and Regional Offices to ensure their compliance in accordance with the rules and procedures as defined by Punjab Procurement Regulatory Authority (PPRA). 
· Processing of final settlement cases of Ex-employees 
· Verifying Cash transactions and the maintenance of Head Office Imprest of Admin and IT Department 
· Processing of HR and day to day Admin related payments 
· Any other duty/ assignment assigned by the supervisor/management 
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Assistant Chief Accountant
Caritas Pakistan-National Secretariat

Lahore, Pakistan

September 01, 2009 to February 14, 2010

Duties and Responsibilities:
· Assisting the Chief Accountant in the preparation of monthly financial statement to ensure that timely reporting is done to the Head Office and all other units. 
· Reviewing different ledgers and books of accounts to determine their accuracy and completeness. 
· Overseeing the internal control procedures from time to time to measure their effectiveness. 
· Liaison with Accountant for solving day to day bank related issues. 
  Preparing  budgets   and  variance   analysis   reports   for   different   programs   to   ensure   effective
utilization of budget and accordingly helping in future decision making.
  Any other duty assigned by the management
Class Teacher (Grade-X) O-Levels
Subject Teacher for Principles of Accounts and Business Studies (O-Levels)
Beaconhouse School System Liberty Campus, Lahore, Pakistan January 19, 2008 to August 31, 2009

Duties and Responsibilities:
· Delivering of Lectures of “Principles of Accounts” and “Business Studies” to class of O-Levels IX, X and XI 
· Planning the course work by maintaining the Daily Planner 
· Checking of registers of both Accounts and Business Studies 
 Preparing worksheet, quarterly assessments, midterm and final examination of both the subjects and their checking
· Being the class teacher, maintaining and updating the daily students attendance registers and compiling the result on bi-annual and annual basis 
· As a team member preparation of centralized examination of Business Studies of Grade XI and Principles of Accounts of Grade IX of O-Levels 
Internship
· Bank Alfalah Limited Liberty Market Branch 
July 15, 2008 to August 15, 2008. 
During the four weeks internship I received training in departments like Account Opening, Clearing, Accounts and Trade Finance.

· Les Anges Montessori Academy (Subsidiary of BSS) January 17, 2006 to February 16, 2006 
· British Council Pakistan April 13-14, 2004 
At ‘The UK Education Pavilion’ 
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Trainings
Attended Training Workshops on:

· Problem Solving and Decision Making Skills (Pakistan Institute of Management) 
· How to Avoid Mis-Procurement Organized by the Institute of Tender Management 
· Common Procurement Mistakes & Standard Procedure of Procurement (Institute of Tender Management) 
· Skills in Supervision (Pakistan Institute of Management) 
· Project Management (Pakistan Institute of Management) 
· Team Work: Getting People to work together (Pakistan Institute of Management) 
· Audit of Punjab and Sindh Educational Sector Projects (World Bank) 
· BSS Induction Course 2008 organized by Beaconhouse School System 
Achievements
· Assigned additional charge of Director Finance of Punjab Education Foundation (PEF) thus also being the signatory of the entire bank accounts. (from November 22, 2013 to June 30, 2014) 
· Member of the committee formulated by Managing Director-PEF for the selection of vendors for procurement. 
· During the course of Teaching, my student topped in Lahore in Business Studies in the final O-levels examination thus received letter of appreciation from Regional Director-BSS 
· Passed all 14 papers of ACCA in first attempt 
· Received certificate of honor for securing highest marks in Accounting in A-Levels(1st Year) 
· Received certificate of honor for securing highest marks in Economics in A-Levels(1st Year) 
· Received scholarship on merit during second year of A-Levels 
· Received certificate of honor for securing highest marks in Business Studies in O-Levels (Grade-X) 
· Received certificate of honor for securing highest marks in Business Studies in O-Levels (Grade-IX) 
· Received certificate of merit for excellent performance in class (O-levels Grade IX) 
· Received certificate for participation and exceptional achievement in Spellathon as organized by World Wide Fund (WWF) 
Qualification
ACCA Member-2012
ACCA Affiliate (2007)
Skans College of Accountancy,

Lahore, Pakistan.

A-Levels (2003-2005)
Beaconhouse School System, Liberty Campus, Lahore, Pakistan

Subjects were Accounts, Economics, Business Studies (only till A-1) and Urdu.

O-Levels (2000-2003)
Beaconhouse School System,

Liberty Campus, Lahore, Pakistan
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Subjects were Accounts, Economics, Business Studies, Mathematics, English, Pakistan Studies and Urdu.

Skills and attributes
· Team Player 
· Also carries the ability to work single handedly, if required 
· Ability to work under pressure 
· Having good knowledge of computer, Microsoft Windows, MS Office, Internet etc. 
Personal Information
Husband’s Name
Khurram Younas
Date of Birth
February 15, 1987

Marital Status
Married
References
Will be furnished on demand
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