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OBJECTIVE STATEMENT: -
	To achieve a successful management career in “serving my countrymen” with an organization where I get an opportunity to enhance my experience and perform more than my potential.


WORKING EXPERIENCE: -
	1st Jan 2011 - Present

Job Responsibilities

	As a FINANCE/ADMIN MANAGER in KHYBER DEVELOPER & BUILDERS, Peshawar
Accounting:  

           Forecast cash flow positions, related borrowing needs, and available funds for investment

Assist and determining the company’s proper capital structure

Engage in ongoing cost reduction analyses in all areas of the company

Review the performance of competitors  and report on key issues to management

Interpret the company’s financial result to management and recommend improvement activities
Ensure that sufficient funds are available to meet ongoing operational and capital investment requirements
Maintain Banking Relationship
Prepare Profit & Loss Statements and monthly expenses and other accounting reports
Analyze financial information to prepare entries to accounts, i.e. general ledger accounts, customer record and ledger, and other books of accounts
Document business transactions under proper filling system
Interact with external auditors in completing audits
Keep proper accounting track of various Projects of the company
Other duties as assigned

Administrative: -
· Maintains administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.

· Provides supplies by identifying needs for reception, switchboard, mailroom, and kitchen; establishing policies, procedures, and work schedules.

· Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.

· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.

· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Provides historical reference by developing and utilizing filing and retrieval systems.

· Improves program and service quality by devising new applications; updating procedures; evaluating system results with users.

· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.




QUALIFICATION: -
	SSC – Science                 
FSC – Computer Science & Statistics
BSC – Computer Science & Statistics
MBA – Finance
NEBOSH

	Board of Secondary Education – Peshawar
Session: 2000 – 2002, 518 Marks out of 850 (61 %)
Brains Post Graduate College Peshawar
Session: 2003 – 2005, 622 Marks out of 1100 (57%)
Govt: Post Graduate College, Karak
Session: 2005 – 2007, 312 Marks out of 550 (57%)

City University of Science & Management Technology, Peshawar

Session: 2008 – 2010, 2.64 CGPA out of 4.00
National Examination Board in Occupational Safety & Health {International General Certificate}  (Result Awaiting)




	COMPUTER SKILLS: -
Able to perform almost any task in:

· Microsoft Office® Components, Ms Word, Ms Excel, & Ms PowerPoint
· Internet
· Computerized Accounting



PERSONAL INFORMATION

	
	

	Date of Birth:
	25th Feb 1986

	Nationality:
	Pakistani

	Marital Status:
	Married

	
	

	Languages Known:
	English, Urdu, and Pashto

	
	


