KAMRAN 


Current Location: Abu Dhabi

Visa Status 
: Visit Visa (17 Nov 2016 to 17 Feb 2017)

Availability 
: Immediately
Date of Birth    : 04-05-1988

District              : Karak

Email: Kamran.324235@2freemail.com 
OBJECTIVES

To become a part of dynamic group where I can further explore the skills andCapabilitiwhich I gained in the whole academic career; and to serve in a   challenging work environment and to gain equally vast opportunities of career development based upon achievement and results.
1:   Organization:
HAQ Development Foundation (HDF) Pakistan
Designation:

ADMIN, FINANCE OFFICER
Duration:                   02-02-2015 To PRESENT
Location:

KARAK





HAQ Development Foundation (HDF) Pakistan

Striving for and Ensuring Participatory Sustainable  Development with Justice at the Grass Roots Level

2:   Organization:
Community Research and Development Organization (CRDO)

Designation:

ADMIN, HR & FINANCE ASSISSTANT
Duration:                   01-07-2014 To 01-02-2015
Location:
            OxfamGB emergency programme Bannu

Responsibilities:
Currently I am working as Admin,HR & Finance Assisstant with Oxfam GB,in emergency response programme in bannu. . preparing daily progress report, preparing daily activity report.
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Worked in International Donors, such as WFP, NRC, CRS, CARE, and UN Habitat funded projects related to Food Distribution, Health, Education, Shelter & NFIs and Nutrition etc. Currently working in WASH project, funded by HOPE’87 Pakistan.

PROFESSIONAL EXPERIENCE

3:   Organization:
Community Research and Development Organization (CRDO)

Designation:

Finance & Logistic Officer 

Duration:                   01-06-2013 To 01-07-2014
Location:
            CRDO Head Office Peshawar

Responsibilities:

· Facilitate Procurement department in procurement and member of Procurement committee. 

· Office/field administration and management according to monthly work plan.

· Ensure that all donor contracts are compiled with, including narrative and financial reporting.  

· Develop linkages with government line departments, concerned persons and other civil society agents.

· Facilitate in the arrangement of workshops/seminars/training program.

· Maintain appropriate files and documentations of all program development, placement arrangement, correspondence and activities.

· Participate and share at various conferences/seminars/workshops. 

· Maintaining/preparing of Vouchers, Bank Book, Cash Book and Bank Reconciliation Statement.

· Used Quick Book Accounting software for maintaining accounting system.

· Preparation of Monthly Salary Sheet

· Provide help in preparation of Budget to different donor according as per required format

· Dealing with donors and Auditors.

· Logistic arrangement for visitors and staff

· Arranging meetings, trainings and seminars etc.

· Preparation for recruitment of staff i.e. advertisement, collection of CVs, short listing, calls for interview and issuing of appointment letters

4:   Organization:
Community Research and Development Organization (CRDO)

Designation:

Finance & Logistic Officer 

Duration:                  
02-02-2013 to 31-05-2013

Location:

Batkhela Malaknad 

Responsibilities:

· Facilitate Procurement department in procurement and member of Procurement committee. 

· Office/field administration and management according to monthly work plan.

· Ensure that all donor contracts are compiled with, including narrative and financial reporting.  

· Develop linkages with government line departments, concerned persons and other civil society agents.

· Facilitate in the arrangement of workshops/seminars/training program.

· Maintain appropriate files and documentations of all program development, placement arrangement, correspondence and activities.

· Participate and share at various conferences/seminars/workshops. 

· Maintaining/preparing of Vouchers, Bank Book, Cash Book and Bank Reconciliation Statement.

· Used Quick Book Accounting software for maintaining accounting system.

· Preparation of Monthly Salary Sheet

· Provide help in preparation of Budget to different donor according as per required format

· Dealing with donors and Auditors.

· Logistic arrangement for visitors and staff

· Arranging meetings, trainings and seminars etc.

· Preparation for recruitment of staff i.e. advertisement, collection of CVs, short listing, calls for interview and issuing of appointment letters

  5:   Organization:
            Community Research and Development Organization (CRDO)

Designation:

Finance & Logistic Officer 

Duration:                  
Oct – 2012 to 31-01-2013

Location:

Umerkot , Sindh 

Responsibilities:

· Facilitate Procurement department in procurement and member of Procurement committee. 

· Office/field administration and management according to monthly work plan.

· Ensure that all donor contracts are compiled with, including narrative and financial reporting.  

· Develop linkages with government line departments, concerned persons and other civil society agents.

· Facilitate in the arrangement of workshops/seminars/training program.

· Maintain appropriate files and documentations of all program development, placement arrangement, correspondence and activities.

· Participate and share at various conferences/seminars/workshops. 

· Maintaining/preparing of Vouchers, Bank Book, Cash Book and Bank Reconciliation Statement.

· Used Quick Book Accounting software for maintaining accounting system.

· Preparation of Monthly Salary Sheet

· Provide help in preparation of Budget to different donor according as per required format

· Dealing with donors and Auditors.

· Logistic arrangement for visitors and staff

· Arranging meetings, trainings and seminars etc.

· Preparation for recruitment of staff i.e. advertisement, collection of CVs, short listing, calls for interview and issuing of appointment letters

6:       Organization:
Rafaqat Baber & Co, Chartered Accountant
Designation:

Audit Trainee 

             Duration:                  
(From December 2011 to 15 October 2012)

Location:

Peshawar 
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During my Internship with RBCO, I have gained experience in the following diversified industries in the form of External Audits, Pre award assessments, Quality control review assessments, Review assignments, Book keeping for Chinese construction companies, Internal control evaluation assessments etc.

Non Profit Organization (Local, National and International)

· CARE International in Pakistan External Audit and Implementing Partners (IP’s) reviews.

· Child protection & welfare commission(CPWC)

· Ages consultants

Manufacturing Industries 

· MKB INDUSTRIES (PVT) Ltd : External Audit for the year ended June 2011 and Interim Audit for period ended Dec 2011.

· WELAYAT WOOD (PVT) Ltd : External Audit for the year ended june 2012. 

7:  Organization:

Waqar Ali & Co, Chartered Accountant
Designation   :

Audit Trainee 

          Duration       :               (From May 2010 to Sep 2010)

Location        :

Peshawar 

 Frontier Cable Communication (PVT) Ltd: External Audit for the year ended June 2010
EDUCATION 
BBA (Hons)    Finance (2007-2010)   CGPA 3.5/4.0

· Institute of Business &Management Sciences (IBMS) Agriculture University Peshawar, K.P, Pakistan

F. Sc 
Pre-Medical (2003-2005) Marks: 70 %

· BISE Peshawar, K.P, Pakistan

· Govt College Peshawar

S.S.C 
General Science (2002-2003) Marks: 78 %

· BISE Kohat, K.P, Pakistan

· Danish Public School & College Chokara (Karak)

Distinction 

· Got A+ in BBA (Hons) Research Dissertation.

SKILLS


· Computer: 

Six Months Diploma from Dawn Computer Centre Karak Presentation

· Communication

· Problem Solving

· Self-Management

LANGUAGES

· Pashto (Mother Tongue)

· English  
· Urdu

