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CAREER OBJECTIVE:
Basically I have developed and practiced my career in the field of Finance and Administration with major exposure and special interest in Finance & Accounting, implementation, Project Finance, Inventory Management, Project accounting, Monitoring and financial analysis in term of cost effective achievement status on projected activities and project goals. Having opportunity to work in unilateral, bilateral, and Multi-lateral Projects around 5 years as Mid Level Management Position with CHEF International (CBM “Crastoffel Blinden Mission”  Parent Organization and main donor of CHEF International”, United Youth Commission Of Pakistan and Community Development Organization. I have equally experienced in Finance & General Administration, Fund mobilization, administering staff personnel, directly working as Mid Level Management, Governing body both in corporate and Donor organizations. I have closely worked with different donors as counterpart of the employers.
           To utilize my knowledge and related experience, I am seeking after responsible position in after reputable organization, where I can contribute positively to my perspective employer and myself.
QUALIFICATION:
                    Graduation From university of Pesahwar

                     MBA (Finance) From Preston University Pesahwar. 
PROFESSIONAL EXPERIENCE: More than 12 years 
1) Four and half year Experience in 
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CHEF International
A German NGO working On Eyes Diseases and Disability, working for the elimination of Blindness from Pakistan. 
         As Finance Officer.

        Details Responsibility:
· Expenditure Summary for office and each project,
· Monthly Accounts Closing and Preparation of field office monthly financial report by using CFICS (CHEF Financial Inventory Control System) a Financial Software,
· Prepare Bank Reconciliation Statement,
· Checking all bill/Invoice against project advance,
· Travel expenses checking and advances,
· Checking of the Staff Salary, Overtime Bill, Medical Bill, Conveyance Bill, Lunch Bill,
· Reconciliation of all Bank Books, 

· Deduction withholding Tax and Income Tax at Source, which is deposit to the Respective vender NTN A/C, 

· Statement of new Vendor for quotations collection,

· Prepare monthly Budget ,

· Leave Encasement Bill Of all Office Staff and Staff/supplier Various Bills Etc.
· Record maintenance of all bills/Invoices which’s related to Payments.
· Prepare GL Coding Slip (Cash Voucher, Cash Received Voucher, and Adjusting Journal Entry as per proper relevant documents).
· Posting & Review all Transaction to GL using multi user financial Program CFICS (Accounting Software) 
· Internal audit.
· Checking all bill/Invoice against project advance, Travel expenses report, 
· Different kind of materials Supply by Vendor etc. Especially Checking IPs  Bill (Implementing Partners ) 
· Maintain record keeping of store inventory, Inventory Management system and its report preparation and ensure the accuracy.
· Materials received and Disbursement with appropriate Approval by concern person.
Also work with below mention Donors of CHEF International during maintaining different Project,

[image: image3.png]LIGHT
FOR THE WORLD

Christoffel Development Cooperation




Light for the world  Austria 
As Finance Officer  (Pakistan- Afghanistan)
The current serves as a Finance Officer in the Office of CHEF International reporting to the Supervisory Director Finance, and provides professional financial management advice on a broad range of financial management issues to the Controller, Strategic Objective/Assistance Objective Teams and various governmental and non-governmental partner institutions, Performs necessary analyses and provides appropriate advice on financial and accountability issues related to planning and implementing CHEF International projects/programs. 

I. Program/Project Development and Implementation

As CHEF International representative to the Afghanistan team to which I assigned, the employee participates in discussions and decision-making relating to the team’s principal functions of project/program planning and achieving results, ensuring that financial management and reporting, internal control, and accountability issues receive adequate consideration. 

• Conducts surveys of potential recipients/contractors to determine if those organizations possess the institutional capability, systems and procedures that are in accordance with CHEF International standards and are adequate to effectively manage CHEF International resources. 
• Reviews activity approval documents, commitment and obligating documents to ensure the reasonableness of budgets, compliance with forward-funding guidelines, appropriateness of the methods of financing/payment, and adequacy of financial reporting and audit coverage. 
• Provides financial status reports needed by Country Director AFG or Director Finance Pak to monitor the financial progress of the activities they manage and prepares required monthly/quarterly financial reports related to program funds for Mission Management and other interested parties.
• Participates in the review of project/program agreements and related documents to implement direct assistance activities with the host government.

II. Audit Management and Resolution

Assists the Supervisory Chief Accountant (Head Office Pakistan) in developing the annual audit inventory and Audit Management Plan (AMP) by collecting relevant information on his/her assigned portfolio and obtaining inputs from cognizant on activities that need to be audited or on which financial reviews need to be conducted. 

• Conducts financial reviews of institutions receiving CHEF International funding to:

 1) determine the adequacy of key systems and procedures including but not limited to accounting,                     procurement, accounts payable, personnel, assets management, and audits;

 2) Verify compliance with agreement terms and conditions;

 3) verify allow ability of actual costs incurred

. 
• Ensures the completion of required financial audits in accordance to the Audit Guidelines and develops audit scopes of work for Donors-contracted financial audits of CHEF International-funded activities based on. 
• Works closely with Head Office Pakistan & Country Office Afghanistan to coordinate and gather information requested by Donors audit agencies in the conduct of performance audits.
III. Other Duties as May be Assigned 
Performs other job related duties that may assign by the Supervisory Director Finance of CHEF International.
  Projects:-
1) DCEC Faizabad  Afghanistan  ( District Comprehensive Eye Care)

Details Responsibility:
· Quarterly visit the project located in District Faizabad (Afghanistan),

· Supervising the Expenditure as per Budgetary heads,

· Prepared Annual Budget & revised as per management decision, also approval from Donor.

· Conduct of the annual Audit and time to time as per donor requirements.
· Preparation of Financial Report for Donor organization when it’s required,
· Fulfilling the Donor requirement as per specified Formats.
·  Financial Statement,
2)  Blind School Jalal Abad  (Afganistan )
Details Responsibility:
·  Manage the expense reporting process for the finance department of employees
· Maintenance and creation of all finance files including; vendor, contract, donations and 

contributions. 

· Process, deposit, code and create reports for all donation checks and contributions. Assist 

in the monthly reconciliation of donations and contributions. 

· Assist in the accounts payable process by filing invoices to be paid, printing checks, and 

matching checks to invoices. 

· Maintain file of state and national lease schedules and process monthly payments 

· Assist finance department with monthly account reconciliations, month end closing 

process and annual financial audit. 

· Perform other tasks and special projects to assist the CFO and finance department as 

needed. 
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Christoffel Blinenmission Germany 

  Projects

1) Trachoma Control Programme  (Afghanistan) 

Details Responsibility:
· Oversee the financial affairs of the project and ensure they are legal & accepted accounting practice.

· Ensure proper records are kept and that effective financial procedures are in place.

· Monitor and report on the financial health of the organization.

· Oversee the production of necessary financial reports/returns, accounts and audits.
· Donor reporting requirement as per specified Formats.
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Seva Foundation  

  Project
1) Community Vision Center Thakht Bhai,

 Details Responsibility:
· Regularly report the financial Status at meetings (as activity base performance etc).

· Oversee the activity of an annual budget and propose its adoption at the previous financial year.

· Ensure proper records are kept and that effective financial procedures and controls are in place,

· Donor reporting requirement as per specified Formats.
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Dark & Light Neatherland
Project

1) Community Vision Center swabi,
Details Responsibility:
· Supervising the Expenditure as per Budgetary heads,

· Conduct of the External Audit and time to time as per donor requirements.
· Financial Report for Donor organization on annual and Semiannual basses,
· Fulfilling the Donor requirement as per specified Formats.
· Financial Statements for Management and Donor to know the Project financial status,
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As Finance Exective
               Working as Finance Executive from December 2003 to January 2006
                Near Toyota Frontier Motors University Road Pes
           Working on e_FICS (Electronic Financial Inventory Control System.)
Details Responsibility:
· Postpaid Billing

· Prepaid Connections

· Customer Database 

· Cards
· Planning, Budgeting and Reporting. 

· Prepare Bank Reconciliation Statement
· Corporate Accounting

· Prepare Cash Budget for Next month.
· Internal Audit 

· Request for Purchase comply with procurement Process( Jazz,Cards,Handsets etc)
· Collection of Quotation or make Request for Quotation for collect of Rate,
· Preparation of Comparative Statements,” For Rates Comparison”
· Prepare Purchase Order and place to the vendor,
· Treasury 

· Procurement & Contracts 

      One year’s experience in Mobilink GSM Franchise 

          As Customer Service Manager.
·  Sims Replacement, 

· Customer Dealing,
· Customer Care, 

· Billing Information,

· Any other information regarding Mobilink Services, 

And now working in a Pharmaceutical Company,
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As Chief Accountant  
            Details Responsibility:
Assist Director Finance and Administration in achieving tight
monthly deadlines by prompt processing of transactions,

•
Assist Director Finance in financial reporting (Balance sheet, P&Ls, 
       partnership/internal reports) and with quarter/year-end closings,

•
Manage multi-currency accounts, process invoices, credit card 
transactions and travel expense reports, 
•
Perform weekly payment runs, ensuring correct levels of approval and risk 
control are achieved, 
•
Manage payroll accounting and ensure all payroll charges are properly 
accounted to the relevant authorities,

•
Reconciliations of bank accounts on a weekly basis,

•
Reviews source documents and perform certain general ledger entries/ 
adjustments,

•
Maintain Fixed Asset register & prepare/post quarterly depreciation entries,

•
Prepare/post month-end accrual/prepayments entries & revaluation of 
foreign currency accounts,

•
Maintains regular contact with other departments to obtain information 
and/or to correct transactions,

•
Prepare and reconcile BS accounts on a monthly basis,

•
Prepare and reconcile Group intercompany accounts on a quarterly basis 
•
Completion of income tax returns and ensures income tax compliance & efficiency within 
all operations,  
•
Performs miscellaneous filing/sorting of checks, journals, 

•
Completes accounting functions in accordance with established policies 
and procedures ,

•
Identification of process improvement and efficiency enhancement 
Opportunities,

•
Attends and participates in meetings as required
Computer Skills:
                                    I can operate the Software: Windows 95, 98, and 2000, MS DOS, Win XP 
 MS Word, MS Excel, MS Power Point Presentation
Data Base Software: MS Access Accounting Package/Software: e-FICS , ICRM, POINT, CFICS
Familiar with Internet browsing, E-mail etc.                                 
LANGUAGES:
                           Read write and understanding three languages.

                         1) English   2) Urdu    3) Panjabi.
PERSONAL:

Nationality   :                                         Pakistani

Religion        :                                         Islam

Domicile       :                                        Charsadda NWFP (Pakistan)

Marital Status:                                       Married
Date O/B       :                                         08 March 1984
REFRENCES:
              References are available and will be furnished upon requirements.               

