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             : Bilal
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:bilal.353299@2freemail.com

             Executive Summary
I started my professional career by joining Private School as an Accountant and DEO on 1st Jan 2007 for Peshawar region and worked till 30th Dec 2008. This position requires me to develop the communicating and managing with all faculty members and whole staff personnel and for continuity my interpersonal skills I joined Warid Franchise as a Customer Service Regional (CSR) and Accountant on 1st Jan 2009 for Peshawar region and worked till 25th Nov 2009. This position required me to develop the business through generating and qualifying lead, developing relationship with key accounts, Communicating and managing relationships with all levels of company and teammate personnel. Continuing on developing my interpersonal skills I joined Relief Pakistan (NGO) as a Community Outreach Councilor on 27th Sep 2013 for Peshawar region and worked till 31st Dec 2014. In a project of UNICEF and Health department, where I was required to communicate with the local community and develop a positive perception of various child vaccinations, particularly Nutrition. This gave me an enormous experience of applying, altogether, different tactics of convincing the very complicated parents, who have extremely negative perception about Nutrition and after all for continuity my interpersonal skills I joined Wazir Brother’s as an Admin Officer on 3rd Jan 2015 for Peshawar Region and worked till 24th March 2016. This position requires me to manage all the financial files and records etc. and also control all different works for this organization, my another experience was in Mojaz Foundation (NGO) as a Data Entry Operator. This position requires me to maintain all the Local and TDP’s data in Data Base. Put the TDPs data in Data Base and look the situation of all Beneficiaries which is fulfil to come and avail the food items. 

After all now I joined EVA-BHN as a Field Supervisor on 1st Nov 2016 for Peshawar and Mardan Region. This Position requires me to manage all the field activities which is performing by the subordinates or other staff members. Monitor and Supervision of all the field activities. Such responsibilities like planning, coordinating, directing, and managing the daily activities of the assigned work by supervising the staff members. 

Being a progressive and ambitions individual I am always looking for a demanding and Challenging positions, which will make best use of my skills and experience and also further my personal and professional development?
	
	

	
	


              Academic career 
2010-12           MBA from Institute of Management Sciences, Hayatabad Peshawar.
   2008-09
      B.A (Statistics & Economics) From Government College Peshawar.

   2007                   Certificate of Information Technology (CIT) from Trade Testing Board. Secured A+ Grade.
  2015

      Tally Accounting Software.

Work as Field Supervisor in EVA-BHN. 

            


             

(Nov 2016 – Till date)

Major Responsibilities:

· Manage & Coordinate the Field Activities like daily, weekly and monthly.
· Monitor the Progress of work.
· Reviewing and Evaluating the Performance of Subordinates/Field Staff.
· Collection of Data from Field and compile it on weekly basis.

Work in Mojaz Foundation (NGO) as a Data Entry Operator.                                                                    






  (Sep 2016 – Oct 2016)

Major Responsibilities:

· Put TDP’s data in Data Base.
· Control the Situation.
· On every moment help with TDP’s
	
	Work in Wazir Brother’s Construction and Electrification Company as an Admin Officer.

                                                                               (Jan 2015 To March 2016)

Major Responsibilities:

· Ensure data is entered into the system.
· Maintain financial files and records. 

· Make the financial planning’s and record keeping.

· Analyze the data.
--------------------------------------------------------------------------------------------------------------
Work In Relief Pakistan (NGO) as a Community Outreach councilor.                  (Sep 2013 to Dec 2014)
Major Responsibilities: 

· To mobilize the host community about our project work and take sessions with community against different issues.
· In children’s find out cases like SFP, OTP, Oedema, etc.  
· To protect the children’s against Malnutrition.
· Project work on CMAM and Nutrition.    

Eleven Months experience in Warid Franchise as a Customer Service Regional (CSR) and as Accountant.
                                                                                             (Jan 2009 to Nov 2009)

Major Responsibilities:
· Managing the administrative affairs of the company.
· Communicating and managing relationships with all levels of company and teammate personnel.

· Development of procedures and internal controls for the overall improvement of the company’s accounting, operational, management and reporting requirements.



	
	

	

	

	

	

	


	
	Two years’ experience in Private School & College as a DEO and Accountant.

                                                                                                   (Jan 2007 to Dec 2008)

Major Responsibilities: 

· To set a relationship with faculty members.   
· Maintaining Cash Book and bank accounts.
· To prepare the reconciliation Statements of monthly bank accounts.
---------------------------------------------------------------------------------------------------------------------


Skills / ABILITIES
	
	Office management
	
	Administration
	
	Control situation

	
	
	
	
	
	

	
	Team Working
	
	I.T. Computer literacy
	
	Supervision


	
	  Enthusiastic
	
	Problem resolving
	
	

	· 
	
	
	
	
	


  
IT Skills

	
	Windows Interface ,MS Word, Power point, Excel, MS Outlook, Adobe Photoshop 

	
	Installation of all kind of software, operating systems and troubleshooting

	
	Networking; Local Area Network & Wireless (DSL settings, Internet Settings & device sharing).

	
	Typing Speed (40 WPM)


Language Skills
	
	Listening
	Speaking
	Writing

	English
	Good
	Neutral
	 Good

	Urdu
	Good
	Good
	Good

	Pashto
	Good
	V. Good
	Good

	
	
	
	


Professional Experience









