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	Objective:


To work with an organization that values hard work and dedication, where, I get a chance to enhance my Technical Knowledge & abilities, to utilize and exploit my potentials in a highly competitive environment

	Personnel information:


	Date of Birth:

                    March 18th,  1986


	Academic Qualification:                          Board / University / Institute                                                                Session

	M.COM (Accounting)
	University Of Peshawar
	2008-09

	B.COM (Hons)
	University Of Peshawar
	2007-08

	B.COM
	University Of Peshawar
	2004-06

	Intermediate
	Board of Technical Education Peshawar
	2002  - 04

	Matric
	B.I.S.E, Peshawar  KPK - Pakistan
	2000  -  02

	Certificate in Computer Studies
	University Computer Institute Mardan _KPK
	2009 -  10


	Employment History (Experience)                      


1)BaadShah Trading Company:  (June ,2015 Till to Date)

Worke as Accounts & Import Assistant in BaadShah Trading company Mardan PAKISTAN.
2) Admin & Finance Officer: (June, 2013 to May, 2015)
Working in Simran Foundation Mardan KPK as Admin and Finance Officer.

3)Accounts and Admin Assistant: (Nov,2012 April 30,2013)

Worked in Academy of Business Professional Mardan as An Administrator and Accounts Assistant
4)Accounts Assistant:  (Feb,2011 To Feb,2012)

Aafaq & Daniyal Steel Mills GT Road Shamke Lahore
	Key Responsibilities Perform / Provided During the job                                                       


· Highly skilled in providing above par customer services.

· Providing project support to different work teams based on standard policies and procedures.
· Provide administrative services to senior managers.
· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times.

· Handle customers on telephone and in person with queries and   problems.

· Train new employees in administrative tasks within the department.

· Maintain records and file data according to category.
· Communicate with management, staff, suppliers and customers to ensure a pleasant work environment.
· Confirm that proposed obligations or disbursement for services, supplies and equipment, as well as those pertaining to personnel, are in accordance with the Financial, HR and Procurement Regulations and Rules of the SF, relevant appropriations and staffing tables and corresponding approved allotments.
·  Accurate financial recording as per Organization and Donors’ policies and procedures of the assigned location.
· Cash and bank management including safe keeping of petty cash.
· Prepare and data entry of all bank, Cash and Journal Vouchers.
·  Check and verify all payment requests form / invoices.
· Monthly ledger printout and maintain general ledger files
· Check and print monthly trail balance and maintain trail balance file.
· Dealing with banks and opening of bank accounts.
· Deposit income tax deduction of staff / supplies and services.
· Facilitate in annual audit / internal audit and monitoring visits.
· Collect field visit reports from program officers as supporting documents for adjusting field expenses.
· Supervise admin activities conducted by admin officer.
· Advise on financial matters to District Program Coordinator and Manager Finance.
· Preparation of monthly financial report and obtaining comments from location head. 
· Management of Office Vehicles/Motorcycles, Inventory, Agreements, Office furniture, Building, according to Organization policies and procedures.
· Attendance record management and report to HRD National Office Daily basis.
· Review of payroll and disbursement to Staff;
· Payments of utility bills as per organization policies and procedures.
· Assist, prepare or consolidate financial reports for inclusion in the Financial Statements to be submitted. And be able to carry out necessary budget revisions.
· Respond to internal/external audit observations.
· Coordinate and supervise the processing of Inter Office Vouchers, payroll, vendor claims and travel.

· Monitor, analyze, and approve transactions for entry into the accounting system.
· Manage the utilization of project petty expenses and keep a track of petty cash expenditure in line with standard financial procedures.

· Keep update record of all financial transactions along with supporting documents.                                               
· Dealing & Maintaining Petty Cash & Petty Cash Statement.

· Dealing Payments and Receivable of company.

· Preparation of Salaries & Wages of employees.

· Preparation of Income and Expense Statement.

· Dealing with Banks and preparing Transaction details.

· Preparing Receipt and Payment vouchers & statements.

· Preparation of Bank Reconciliation Statement.

· Preparation of Invoices, Delivery orders, and sales orders.

· Financial Statement Analysis.

· Maintaining daily Financial Transactions.

· Preparing monthly Trial balance & Financial reports.

· Fixed Assets, Current Assets Verification.

· Determination of Equity & Debt Financing.

· Updating and Monitoring the LC, Invoices etc...

· Dealing in import and export of items.

· Office Management independently.

· Dealing with Public like suppliers, contractors, and other concerns

	Computer skills:


Microsoft Windows Microsoft Office (MS Word, MS Power Point, MS Excel) 
Peachtree Accounting Base Software

Afroz Financial Accounting base Software

Tally Accounting

Quick Book Accounting
	Languages:


· Pashto, Urdu, and can easily understand English
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