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Career Profile: 

An accomplished and talented professional with more than several years of experience in managing accounts payable, procurement and office administration. Seeking position in accounts or office administration to utilize my skills and experience in the mentioned fields. 
	PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS
IAMC (PVT) LIMITED (November 2014 –To date)


ASSISTANT MANAGER ACCOUNTS (PAYMENTS)
· Perform the processing and recording of accounts payable transactions and ensure that all invoices and staff reimbursements are paid as per company policy.

· Responsible for fixed asset management.
· Perform other job-related duties as assigned.

	PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS

HSBC BANK MIDDLEEAST LIMITED (July 2007 – October 2014) 


SENIOR PROCUREMENT OFFICER (PAYMENTS)-July 2011-Oct 2014
· Processing all payments (centralized) for HSBC Pan-Pakistan. 
· Supervision of withholding Taxes on weekly/monthly and annual basis.
· Supervision of Sales Tax as per Finance Act-Government of Pakistan.

· Responsible for fixed asset management, maintenance and verification.

· MIS preparation on Pan Pakistan basis for different overheads and report it to COO on monthly basis.

· Acting as coordinator for all HSBC branches for capital /revenue expenditure related matters.
· HSBC intra group payments handling.

PROCUREMENT OFFICER -JAN 2009-JUNE 2011
· Responsible for procurement of HSBC pan Pakistan offices and branches.

· Responsible for general printing of bank.
· Maintains all vendor contracts for proper payment and timing of vendors and consultants.

· Vendor and Risk Management – Reviewer contractual commitments and suppliers terms, materiality checks, risk associated, business impact analysis and advised on adjustments to projects regarding costing, expenditure etc.

· Reviews all purchase order requisitions.
· Worked as a Deputy Business Information Risk Officer (D-BIRO)-Procurement.

· Worked as “Business Risk Contingency and Planning - BRP” coordinator.

ADMINISTRATION OFFICER –JULY 2007-DEC 2008
· Travel arrangements such as air tickets, visa processing and hotel arrangements for all staff.

· To assign and monitor duties of admin related Third Party/clerical and Non clerical staff.

· Maintenance of office premises, pool cars and real estate.

· Management of full portfolio of bank insurances, including staff group life/hospitalization, Crime Infill, PDBIT and Motor vehicle.

· Participate with Manager Administration in preparation of Annual Operating Plan and budgeting exercises.

· Manage bank fixed asset physical verification.

· Manage bank cellulars and blackberry devices.

PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS

Human Resource Services (2006 – to 2007)
Support Staff Administration
Worked as a contractual staff and deputed to “The Hong Kong Shanghai Banking Corporation Limited.”
PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS

Hamdard University (1999 – to 2006)

FACULTY ASSISTANT TO Chairman, Department of Management & Entrepreneurship - Hamdard University (2005-2006)  

Hamdard Institute of Management Sciences- Hamdard University: responsibilities were to assist Professors in classes in all academic aspects like preparation and checking of exam papers, class assignments and taking classes in faculty absence.
· INCHARGE CLIFTON CAMPUS (2004-2005)

· COMPUTER LABAROTARY INCHARGE

· ASSISTANT TO CARETAKER INCHARGE- CLIFTON CAMPUS

· COMPUTER PROGRAMMER

ACADEMIC QUALIFICATION

· MBA –Finance (Hamdard University) in 2006, CGPA 3.46 - secured 1st class 3rd position
· Post Graduate Diploma  (Hamdard University), CGPA 3.61
· B. COM( Karachi University )

· HSC (Pre-Engineering)

· SSC (Science)

TECHNICAL QUALIFICATION

· 1st Module of Java Programming “Dadabhoy Institute / Operation Badar”

· Oracle (Application Development Module) Hamdard University

· Oracle (Database Administration Module) Hamdard University

· One Year Diploma in Information and Technology
IN HOUSE TRAINING / WORKSHOPS

· Understanding Financial Reports

· Balance Sheet Reconciliation

· Vendor Risk Management : Module 1 (Awareness)

CERTIFICATES
· Certificate for participation in English Language course.
PROFESSIONAL DEVELOPMENT
· Computer Skills in AS400, Oracle, Java Programming, C++, Oracle, Windows 98, NT, 2000, XP,      MS Office.
PERSONAL

Date of Birth
:
March 22nd, 1976

Marital Status
:
Married[image: image1.png]



