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Address

Current Residence: 

Dubai UAE.
Permanent Residence: 

Pakistan
Visa Status:
Visit Visa
Objective
To work with a dynamic and reputed organization that offers versatile opportunities for comprehensive career building and skills development by serving in a professional work environment. Seeking a challenging position in a growing organization where acquired skills and knowledge will be utilized towards continued growth and development.
Profile

Highly motivated individual, eager to work in a competitive and challenging environment. Recognized as a dedicated, hard working and results oriented professional.

	Personal
	· Proactive with superior oral and written communication and interpersonal skills;

· Capability of working in a multitasked, fast-paced and changing environment;

· Well developed leadership, organizational, analytical and problem-solving skills;

· Ability to work on multiple engagements concurrently

· Good analytical skills coupled with problem solving expertise and creative & research oriented approach

	Work Experience with 

	· Danish Red Cross (DRC)                                  (Denmark Based)
· LEAD Pakistan                                                  (UK Based)
· Relief International (RI)                                   (American Based)
· International Rescue Committee (IRC) )        (American Based)



	Finance/Accounting 


	Possess diversified knowledge and skills in accounting and auditing by virtue of qualifications and experience in the relevant areas. 

· Preparation of Bank Reconciliation Statement.
· Preparation of Reports as per the donor Regulation.

· Preparation of monthly budget vs. actual reports.
· Preparation of Cash Book, Ledger books & Bank book.
· Preparation of  operational budgets.


	Computer proficiency/ Accounting Softwares
	Knowledge and experience in Spreadsheets, Word Processors, Presentation Software 

· Good command over NAVISION accounting software.

· Have worked in SUN accounting software.




 Career History

	Organization:  Danish Red Cross (DRC)                 
Time Period:  June 2010 to November 2015 

Position:  Finance Officer  Country Office                                                     


	Description of work:
· Responsibe of financial closing and reporting of country wide programmes of Danish Red Coross.

· Maintain and control all donor files for finance department.

· Regularly assisting Program Coordinator and facilitating the program staff for their spending plan.

· Checking of monthly payroll to ensure accuracy, identify problems and make charging according to approved budget.  

· Checking of Purchase Request with approved budget.

· Preparation of Reports as per the donor Regulation.

· Preparation of Cash Book, Ledger books & Bank book.
· Preparation of Bank Reconciliation Statement on monthly basis.

· Submission of all the financial reports on monthly bases to the H.O

· Regularly guiding the program staff regarding Finance, Logistic & HR policies.

· Issuance and Clearance of Program Advances.

· Posting the expanses into the relevant Grant.

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

· Preparation of monthly budget vs. actual report at field level and submitting it with the Program Coordinator on monthly basis.
· Perform other duties, as necessary and/or requeste

                                                                              

	Organization:  Lead Pakistan             
Time Period:  April 2008 to May 2010.  

Position:  Operations  & Admin/ Finance Officer                   



Projects Accomplished with LEAD Pakistan:

IDP’s Phase-I Project in District Buner

CIP-DEMO Project in Balakot Tehsil of District Mansehra

Disaster Response Network (DRN- Balakot) Phase- III Project in Balakot Tehsil of District Mansehra

Disaster Response Network (DRN- Balakot) Phase- II Project in Balakot Tehsil of District Mansehra
  Description of work:
· Overall supervision of all programme operations.

· Provide overall strategic leadership to all the staff. 

· Develop and streamline daily routines and define administrative processes that cater to the reporting needs of the project. 

· Create a conducive environment where project team can work to deliver project targets with prescribed quality standards. Ensure that team spirits and morale is high and no conflicts arise.

· Ensure that the project plans and reports are developed and shared with the LP management on specified         time.

· Responsible for the quality delivery of all intermediate and final outputs of the project. 

· Ensure that line manager in LP receives necessary project reports, plans and any other information in time with desired quality.

· Ensure timely delivery of all the project outcomes. Put a strong quality-assurance process in place to ensure the project is on the right track.

· Provide necessary administrative, financial and program related technical support to the project office (including sub offices) as and when required.

· Keep project team motivated through various team building initiatives.

· Responsible for the conduct and performance of all Project Team members.

· Support and guide other team members in preparing monthly reports, in the collating of information and facilitate the preparation of presentations.

· Maintain regular contact with local offices (district/provincial) of the donor/client agency to satisfy their professional requirements related to the project.

· Maintain good working relationship with other civil society organizations of the project area and keep them informed on the project activities and achievements.

Admin & Finance Related Responsibilities

· Issuance and Clearance of Program Advances.

· Posting the expanses into the relevant Grant.

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

· Preparation of monthly budget vs. actual report at field level and submitting it with the Program Coordinator on monthly basis.

· Maintain and control all donor files for finance department.

· Regularly assisting Program Coordinator and facilitating the program staff for their spending plan.

· Checking of monthly payroll to ensure accuracy, identify problems and make charging according to approved budget.  

· Checking of Purchase Request with approved budget.

· Preparation of Reports as per the donor Regulation.

· Preparation of Cash Book, Ledger books & Bank book

· Preparation of Bank Reconciliation Statement on monthly basis.

· Submission of all the financial reports on monthly bases to the H.O

· Regularly guiding the program staff regarding Finance, Logistic & HR policies.

· Perform other duties, as necessary and/or requested.   

	Organization:  Relief International             
Time Period:  September 2007 to March 2008 

Position:         External Monitoring Officer   

                        (Reporting to Country Director)                  



Description of work:
During my experience with Relief International, I have been assigned various responsibilities which varied depending on the nature of assignment. A brief summary of my responsibilities included:

· Independent Monitoring of Large and small livestock distribution in Siran and Kaghan Valleys of District Mansehra and district Bagh.

· Review and analyze the information received from RI livestock department and beneficiaries.

· Meet with Community Organizations, Livelihood committees and selected beneficiaries for random check.

· Write final reports on findings and submit to Country Director Relief International.

	Organization:  International Rescue Committee (IRC)            
Time Period:  March 2007 to August 2007 

Position:        Assistant  Finance officer.   




Description of work:
During my experience with International Rescue Committee I have been assigned various responsibilities which varied depending on the nature of assignment. A brief summary of my responsibilities included:

· Advice & guide Team Leader and appreciate support Managers /Officers on procurement planning and transactions, in keeping with donor requirements and IRC policies, procedures, and standard practices.

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

· Checking of vouchers on monthly basis to ensure accuracy, authenticity with IRC policies & procedures before posting into excel sheet.

· Preparation of monthly budget vs. actual report at field level and submitting it with the Team leader on monthly basis.

· Assisting Finance Manager in Budget preparation after getting the feedback from field level.

· Maintain and control all donor files for finance department.

· Regularly assisting Team Leader and facilitating the program staff for their spending plan.

· Checking of monthly payroll to ensure accuracy, identify problems and make charging according to approved budget. Process National payroll per IRC policies, procedures and standard practices.

· Processing the adjusting entries against program and travel advances on regular basis & to ensure correct charging as per budget and IRC policies. 

· Preparation of one year operational budget of four field offices of Muzaffarabad district (Khawara Valley).

· Checking of Purchase Request with approved budget.

· To control and maintain the expanses record of Four Field Offices of Khawara Valley as per the Approved Grants.

· Posting the expanses into the relevant Grant.

· Preparation of Reports as per the donor Regulation.

· Issue and Clearance of Program Advances.

· Preparation of Cash Book, Ledger books & Bank book

· Preparation of Bank Reconciliation Statement on monthly basis.

· Submission of all the financial reports on monthly bases to the H.O

· Regularly guiding  the program staff regarding Finance, Logistic & HR policies 

· Participate in professional development activities, as needed or requested

· Perform other duties, as necessary and/or requested.   
Professional Qualification
· Master of Commerce   (M. com)
         In 2003, from University of Peshawar.

· Bachelor of Commerce  (Honour)
In 2001, from University of Peshawar.
Academic Qualification

· Bachelor of Commerce (B. com)
In 1999, from University of Peshawar.
· Diploma in Commerce (D. com)
In 1997, form Board of Technical Education Peshawar.
· Certificate in Commerce (C. com)
In 1996, form Board of Technical Education Peshawar.
· Secondary School Certificate (SSC) 
In 1995, from Board of Intermediate and Secondary Education Abbottabad
Interests

Reading, Listening music, Cricket, Badminton and Hiking.
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