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PROFESSIONAL EXPERIENCE

Position:
Administration Officer 
Duration:
April 2014 To Date
Organization:
Pakistan 

Responsibilities:
I am working in the capacity of Administrative Officer and responsible for providing the following services to Pakistan.
Procurement

· All kind of purchases capital and non-capital items through quotations and tender notices in newspapers, following rules of ICMAP.
· Following the decisions of the Competent Authority through its minutes of the meeting regarding the purchase of capital and non-capital item, provision of services, maintenance of building and other equipments of the Institute.

· Maintain records on all purchases. Track purchase orders, shop charges and maintenance work on equipment and facilities.
Maintenance:
· Responsible for maintenance contracts of all machines e.g. photocopy machines, fax machines, computers, printers etc.

· Obtain and renew maintenance contracts on all equipment.
· Lighting and proper functioning of electrical items in classrooms, Library and all departments.
· Maintenance / replacement of faulty electrical items, broken assets at all places of the building.
· To provide and supervise the cleaning services in all campuses through outsources Janitorial Services.
· To maintain the generators of the all campuses, their services and maintenance contracts.
· To maintain and re-filling of the fuel in the vehicles of the company through the designated drivers. 
· To ensure the provision of the utility services and payment of the same for all campuses.
Security:

· Provide administrative support for matters relating to the premises and operations including security & alarms for all the four campuses under my supervision.
· It is my responsibility to provide the safety and security to the employees and students.
· To maintain and renew the contract of the outsourced security company.
Transportation
· To provide the transportation services to the competent authority and employees of the Institute through the official vehicle and rent-a-car services.

· Responsible for all travel and accommodation bookings for the competent authority for their national and international visits.

Arrangement of Seminars/ Workshops:
· Responsible for the event management and arrange lunch/dinner or refreshment for the seminars and other workshops.

· Responsible for the booking of conventional centre/ auditorium for Seminar/ workshop.

Other task assigned by Regional Director
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Position:
Credit Operation/Reconciliation Officer 
Duration:
Dec 2007 To Oct 2012
Organization:
NIB Bank Limited (http://www.nibpk.com)

Responsibilities:
· Worked in the capacity of Credit Operation /Reconciliation Officer for all Loan products of NIB. 

· Daily reconciliation of all Personal Loan, Small Business Loan, CMM Hypo Secured, Unsecured, CMM Mortgage & Auto Loan Sundry accounts. 

· Rectification of entries as and when required. Processing Write-off Set-off entries for write-off loans. 

· Resolving problems of repayment execution. 

· Resolving queries related to repayment execution, recovery execution and refund / adjustment of funds. 

· Resolving the outstanding entries from outstanding report generated by reconciliation system on daily basis. 

· System UAT as per policy and intimate the issues for problem resolution. Rectification of reconciliation related problems with other team members and I.T Department. 

· Coordination and rectification of unknown or unrelated and or double transactions if posted by branches. 

· Coordination with CIU Department on Consumer Products (PIL, SBL, CMM, CMM Mortgage & AUTO). 

· Updating record of daily booking of Consumer Products (PIL, SBL & CMM) which is used in loan closer, stamping machine and other queries. Proper fling of Reconciliation Sheets after proper checking and sign off on daily basis.
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Position:
Assistant (Administration & Procurement) 
Duration:
Dec 2004 To Dec 2007
Organization:
Institute of Cost & Management Accountants of Pakistan (ICMAP).
Responsibilities:
General Administration
Performed a wide variety of clerical/secretarial and Administrative support activities. 

· Preparing a variety of material such as interoffice communications, correspondence, requisitions, forms, record keeping, program /project plans, instructional materials, specifications and reports of a routine or technical nature.

· Maintaining records of expenditures. Maintaining/monitoring/disbursement of petty cash. Records and balance check of petty cash on a daily basis.

· Attending and participating in meetings; may take, transcribe minutes and distribute as directed.

· Maintaining accurate and detailed calendar of events, due dates, and schedules related to the assigned work unit or program and its services to ensure proper tasks and activities occur as scheduled as directed by the senior management.

· Establishing and maintaining a variety of records e.g., filing systems pertaining to area(s) of responsibility.

· Responsible for all travel & accommodation bookings for Council Members within Institution’s guidelines & in the most cost effective means.

· Coordinating staff and Council Members’ travel plans (flights, hotels and vehicle reservations) and maintaining travel profiles and liaising with designated travel agents.

· Preparation of tender documents and formalities required for specific purchases and provision of services.
· Prepare inspection reports. Process for payment of goods invoices. 

· Follow up vendors for repair / maintenance of goods

· Maintenance and service contracts.

· Maintenance of official vehicles

· Utility services including telephone, electricity, gas, water and sewerage.

Procurement
· Ordering materials, office supplies and equipment as required by department unit; maintaining records of purchase orders; invoices and expenses to date, and inventories and log same as they arrive.
· Inviting quotations, Tenders, and make purchases for the Institute after fulfillment of Purchase Manual. 
EDUCATION

E-Business Suit – Financial Management Training 
From: Ora-Tech/ Techno-ED
E-Business Essentials for Implementers
General Ledger
Accounts Payable
Accounts Receivable
Cash Management 

(Jun 2007)     Master in Economics & Finance (MEF)
From: Dept. of Economics, University of Karachi
Microeconomics,                               Macroeconomics, 

Econometrics,                                   Applied Economics (Research Report Writing), 

Financial Accounting,                        Cost Accounting, 

Financial Markets Analysis,                Financial Management, 

Project Evaluation,                             Decision Sciences (Statistics), 

Money and Banking,                           Human Resource Management, 

Analysis of Pakistan Industries,           Islamic Banking & Finance, 

Research Methodologies,                    Computer Orientation & Information Economics.

(Dec 1999)     Bachelors of Commerce (BCOMM)
From: Dept. of Commerce, Shah Abdul Latif University
(Aug 1999)     Diploma In Computer Science (DCS)
From: NCR Education Centre & Sindh Board of Technical Education 
PROJECT /PAPER
1. Prepared research report on the topic:  “How to Minimize Burden of Import Bill Through Cheaper Energy Resources as Alternative”

2. Prepared industry report on “Automobile Industry of Pakistan” with its SWOT Analysis.
I.T SKILLS & INTERESTS
· Strong analytical, presentation, oral communication and creative writing skills

· Strong working knowledge of MS Excel, MS Word, MS PowerPoint and SPSS

· MCP (Microsoft Certified Professional) in Designing & Implementing Desktop Applications with Visual Basic 6.0. 86% marks secured
· Internet Browsing and Email.

· Concepts of RDBMS, MS- Access, SQL Server 7/2000

· Working experience of Web Development using ASP 3.0 / ASP.Net, JavaScript, Dreamweaver as freelance programmer.
AWARDS/ ACHIEVEMENTS:
· Certificate of Achievements from in appreciation for devoted services with NIB Bank (Pvt.) Limited

· Certificate of Appreciation from ICMAP for successful arrangements of Best Corporate Report Awards 2005

· Faculty of the Month from Aptech Computer Education Centre for chosen best Faculty Member

	
NATIONALITY
                Pakistani
DATE OF BIRTH
26th November 1977
MARITAL STATUS 
Married
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