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	Pervaiz
Pervaiz.367395@2freemail.com    



	Career Objective: 

	 My aim is to work in growth oriented organization which provides me a team oriented workplace and help me in developing myself as an individual and as personal. 




`
	Personal Details
	
	

	Domicile
	Muzaffarabad (AJK)

	Marital Status
	Married

	Gender
	Male

	Date of Birth
	06/02/1980


	Education
	
	
	

	Name Of Degree
	Subject
	University/ board

	B.Com
	Marketing / Accounting.
	Bahuddin Zakerya University (Multan) Pakistan.

	D.Com
	Eng. Shorthand / Accounting
	Technical Board Lahore

	Matric
	Science
	Mir pur Board (AJK)

	PGD (Computer)
	Software Engineering
	Govt. College Muzaffargarh. Pakistan


	Major Subjects Studied in 

	· Marketing
· Accounting.
· English Typing. Data Entry.
· Software developing 


	Professional Experience

	Job Title & Detail

	· Programme Officer Finance.
· AJK Rural Support programme.   (AJKRSP)

September, 2013 — till date.

· Overall management of Petty cash. 
· Prepare Cash count sheet on daily basis.

· Arranging payments to training participants according to attendance sheet. 
· Responsible for the financial filing system management as per AJKRSP Standard.
· Preparing and submitting Fund forecasting to Executive Committee.
· To make sure that bills are according to the financial rules of AJKRSP.

· Preparation of monthly and quarterly financial reports.

· Budgeting of the projects and core programme.

· Data entry on finance software according to finance & Accounts policy of AJKRSP.
· Arranging food and accommodation for training participants and visiting staff.
· Arranging venue and hall for meetings and trainings.

· Preparing utility and office supplies record.

· Invite for Quotation and preparing Comparative statements & Launching purchase orders.
· Admin & Finance Associate.
· Strengthening Participatory Organization.  (SPO)  USAID Citizen Voice Project.
               January , 2013 to September2013  

· Arranging Vehicles for outstation monitoring visits / meetings / trainings.

· Assigning duties of vehicle’s drivers according to workplan.

· Proper checking of Vehicle’s log books and fueling.

· Preparing monthly fuel consumption report and mileage report. 
· Establish and maintain cash controls timely request for replenishment 
· Preparing and submitting Fund forecasting to head office.
· Establish, maintain and reconcile the general ledger

· Site Accountant
· SIYAHKALEM ENGINEERING AND TRADE CO.  (TURKISH)
Pakistan, Construction of 500 houses and 10 service buildings for flood ettectees at (Dera Allah Yar) Balochistan
January 17, 2012 to  December 31, 2012.

· Establish, maintain and reconcile the general ledger
· Monitor cash reserves.
· Establish and maintain supplier accounts
· Inventory Data Entry.
· Preparing vehicles and machinery agreements.
· Issue cheques for all accounts due
· Prepare machinery attendance and invoices at the end of month.
· Ensure transactions are properly recorded and entered into the 
Computer.
· Staff and Labour Salaries and wages disbursement.
· Daily Cash reporting to the Head office.
· Assist with the annual audit
· Maintain financial files and records
· Accountant
Adult Basic Education Society (ABES)
CFS model schools project.(BAGH)AJK

Nov. 13, 2010 to Dec., 2011.
· General ledger operations

· Monthly closings and preparation of monthly financial statements

· Draw up monthly financial reports

· Prepare analysis of accounts as requested

· Assist with year end closings

· Preparing staff salaries.
· Monitor and resolve bank issues. 
· Account/bank reconciliations
· Vehicle fuel arrangement.

· Proper checking the vehicle log books.

· Review and process expense reports

· Assist with preparation and coordination of the audit process

· Assist with implementing and maintaining internal financial controls and procedures

Field Coordinator.
Punjab Rural Support Program (PRSP-SLBAP)
May 02, 2009 to April 25, 2010.
· Preparing and Credit proposal.
· Disbursing Credit after proper documentation

· Collection of Monthly Credit Recovery.
· Data entry of credit recovery in computer.

· Assist in the preparation of bank reconciliations

· Record keeping both Manual & Computerized.
· Weekly follow up of loonies.

· Market research for Micro credit.
· Preparation of all expenses bills.

· Coordinating Accounts officer.
· Preparing Reports of monthly disbursement of credit and recovery.


	

	


	Languages
	
	

	Language
	Proficiency

	English
	Conversational

	Urdu
	Fluent - Full Knowledge

	Hindko
	Fluent - Wide Knowledge
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