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OBJECTIVE:

To become an indispensable asset of a dynamic organization, with professionalism and career development, utilizing my talent and potential towards the achievement of organizational goals.
PERSONAL SKILLS AND ADAPTABILITY: 

· Having good communication skills.

· Ability to work in coordination.
· Highly competitive and responsive to challenging situations.
· Ability to work under stress.
QUALIFICATION:

· Graduation

AIO University, Islamabad
· D. Com


Punjab Board of Technical Education, Lahore
· C. Com


Punjab Board of Technical Education, Lahore
· Matric


Board of Intermediate &Secondary Education, Gujranwala
COMPUTER PROFICIENCY:

· MS Windows 98/2000/XP/2008.
· MS Office (Word, Excel & PowerPoint etc.)
· Use of Internet & Email

· Typewriting English 50 wpm
· Computer proficiency by working in collaboration with the Director, Computer Cell of the Bank.
EXPERIENCE:

Oxford Policy Management Ltd.,
Oxford Policy Management is a leading International consultancy firm providing services in multiple sectors around the world. Working as Field Administration Officer from October 30, 2015 to date on its ongoing programs i.e. Reproductive Health, The Education Fund for Sindh and Benazir Income Support Program. My responsibilities include supporting the Dy.Survey Manager & Project Accounts Coordinator in their day to day office work, which includes:
· To assist in staffing for projects;

· To make arrangements of training for the project staff;

· To assist in preparing teams for field work;

· To arrange/provide office equipment to teams;

· To provide logistic support to teams viz; transportation etc.;

· To contact/follow up teams for smooth working in field;

· To arrange advances for teams;

· To check and process expense bills received from field;

· To manage time sheets of individuals/teams working in field;

· To update teams advances and expenses status;

· To assist in correspondence with different agencies/department.
Federal Bank for Co-operatives (FBC), (Govt. of Pakistan):
A principal DFI established to Finance and Regulate the working of the Co-operative Sector in the country. FBC was liquidated (effective Nov.01, 2002) under the Banking Sector Reforms Program introduced by the Govt. of Pakistan in collaboration with Asian Development Bank. The Office of the Liquidator retained some of the skeleton staff well versed with the working/operations of the Bank. 
Worked as Assistant Manager (Admn. & Acctts.) / PSO to the Liquidator FBC (u/l) (Federal Secretary), from February 01, 2006 to June 30, 2014 (till completion of liquidation process).
My responsibilities included to support the Liquidator FBC(u/l), providing Administrative/Secretarial support that include:
· To assist the Liquidator in finalization of liquidation process viz: recovery of default of the Provincial Cooperative Banks;

· To maintain books of accounts, preparation of budget estimates for the liquidator office; 
· Submission of different statistical returns ( monthly, quarterly, half yearly and annually) to different quarters i.e. Federal Govt., State Bank of Pakistan and Provincial Cooperative Banks;
· To coordinate the inspection teams of State Bank of Pakistan and implementation of their observations;
· To coordinate the Govt. Commercial Auditors and replies of the Audit paras related to bank’s business on different issues;
· To prepare the proposals for Investment of Funds of bank in different schemes offered by SBP, Commercial Banks and DFIs etc.;
· To correspond with the Government, Prov. Coop. Banks, and State Bank of Pakistan;

· To prepare agenda as well as minutes of certain meetings like Annual General Meeting, Sub-Committees and task forces meetings;

· To deal with confidential/sensitive issues relating to the policy matters given the top priority and handle them accordingly;

· To coordinate with office management activities and maintain office procedures;

· To perform protocol duties with the Liquidator as well as members of AGM, arranging their boarding & lodging during their visits in the country & abroad;

· Manage and ensure maintenance to keep office equipments such as personal computers, laptops, photocopies machine, fax and scanner in optimum working condition,;
· To look after the all personal/official matters relating to the Liquidator;
· To keep & maintain the record pertaining to the office staff and assist the liquidator in giving disposal to the issues of staff and awarding contracts of employment as per office requirement;
· To assist the Liquidator in HR Management.
August 2002 – January 2006:

Worked as Admn. Officer/Personal Staff Officer (PSO) to the Managing Director/Liquidator, Federal Bank for Co-operatives, my responsibilities included:

· To assist the Liquidator in finalization of liquidation process viz: recovery of default of the Provincial Cooperative Banks;

· To look after all personal/official matters of the Liquidator;
· To make arrangements to convene Annual General Body and other committees Meetings of FBC(u/l);
· To prepare agenda for the meetings and their minutes;
· To circulate minutes viz-a-viz decisions of AGM to the concerns for implementation and follow-up action for report to the Liquidator and AGM;
· To perform protocol duties with the Liquidator as well as members of the AGM, arranging their boarding & lodging during their visits in the country & abroad.

In addition, I remained associated with Federal Secretary (Mr.Shaukat Hayat Durrani ) as PSO from 2003 to 2012, during his posting in M/o Petroleum & Natural Resources, M/o Finance, FPSC, M/o Population Welfare and M/o Religious Affairs.

January 1988 – July 2002:
Worked as Senior Assistant in FBC and served in its various Departments including Administration, Finance & Accounts, Banking Supervision & Inspection and Board Affairs & Public Relations.
TRAININGS:
· Two weeks course on "Office Management" at National Centre for Co-operative Training (NCCT), Islamabad.

· Two Weeks computer course on "Word Processing" at Pakistan Computer Bureau, Islamabad.

· Two weeks course on "Research Methodology for Investigating Socio - Economic Issues" at Pakistan Manpower Institute, Islamabad.

· Two weeks course on Basic English Language/Communication, at NCCT, Islamabad.

LANGUAGE PROFICIENCY:
· English, Urdu & Punjabi
PERSONAL:
Date of Birth:


01-03-1969
Domicile:


Gujrat (Punjab)
Nationality: 


Pakistani

Religion:


Islam
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