FARHAN 
Farhan.309526@2freemail.com 

Mobile: Whatsapp +971504753686 / +919979971283

Objective

Dedicated Customer-focused administrative and finance professional offering significant experience in self-directed positions requiring effective management, support, and administrative abilities with proven interpersonal, communications and multitasking skill. Adaptable team player recognized for openness to learn and train.
Experience
Manager Admin & Finance – Swift Click Technologies – Jan 01, 2014 to date
Achievements:
· Supervising payments/receipts and timely posting/closing of the company’s books. 

· Payroll management with a system of timely compliance of Government tax laws. 
· Company’s registration with SECP and compliance with SECP rules and regulations.

· Supervising a staff of 10 persons including support staff.

· Focal person for the office administrative operations including utilities, property leases, maintenance, agreements and contracts.
Research Assistant – Canbi (Pvt.) Ltd – Jan 24, 2014 to Feb 15, 2016
RESPONSIBILITIES:

· Research and analysis on existing and new customers to classify them according to size, revenue, industry and location.

· Providing reports on research of key decision makers and senior management of our client base sales and support team ensuring efficiency and effectiveness.
· Online research on market segments, target industries and verticals using collaboration tools.

Accountant – Data Focal Innovation – Sep 30, 2013 – May 31, 2014 

RESPONSIBILITIES:

· Manging the receipts and payments while ensuring book keeping and accounting on a timely basis.

· Treasury management with reconciliation statements.

· Payroll management and income tax compliance.

· Annual budget preparation.
​​
​Manager Admin & Human Resources – Trango Interactive – Jan 01, 2009 – Aug 31, 2013
Achievements:

· Supporting management in recruitment process while ensuring compliance of organizational rules.

· Payroll management with a system of timely compliance of Government tax laws. 

· Company’s registration with SECP and compliance with SECP rules and regulations.

· Supervising a staff of 10 persons including support staff.

· Focal person for the office administrative operations including utilities, property leases, maintenance, agreements and contracts.
· Handled addition responsibilities of payments/receipts and timely posting/closing of the company’s books. 
​​​
Education

· Masters of Business Administration with Specialization in Community Development – Year 2007-2009 – Arid Agriculture University, Murree Road, Rawalpindi.

· Bachelors of Commerce – Year 2005 – 2007 – Punjab College of Commerce, 6th Road, Rawalpindi.

Trainings, Certifications and Internship History
· Two weeks training led by USAID on vital job skills for unemployed youth in Pakistan.

· Windows 2000/Windows XP/Windows 7, Installation and support. 
· Six weeks internship at Plan International, a UK based international non-profit organization.

· Three months internship at Habib Rafiq (Pvt.) Ltd, a well-known construction company.
Academic Projects

· Internally Displaced Person at Tarnol, identifying their access to the Government provided facilities.
· Social Impact Assessment of the Micro-finance Program implemented by Rural Community Development Society;

· Mobilink, defining management hierarchy and best practices.
· Town planning and scientific development tools towards socio economic effects with Capital Development Authority, Islamabad.
· Rights, Duties and Authorities of the bureaucracy and best practices in Azad Kashmir.
· Traffic issues in Raja Bazar, Rawalpindi with support from UNDP & Urban Resource Center.

 Strengths

I have strong ability to adapt myself in different environments due to good inter-personnel and communication skills. I believe in coordinated team effort and have extreme exuberance to prove my abilities in all scenarios. I assure diligent attitude and fidelity to the organization.

Personal Information

	Language
	English, Urdu, Punjabi

	Nationality
	Pakistani
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