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Cell:                      C/o 05049783598
Email:           amir.378758@2freemail.com 
Objective
To make career in a progressive and target oriented organization, providing learning and growing opportunities. Where, I would be able to become a active participant in a professionals’ team for achievement of organizational goals and objectives by utilizing my creative abilities, skills and knowledge.

Work History        

Manager Finance & Accounts                                                                                July 01, 2010 to February 28, 2018
HELP IN NEED (Guaranteed Limited)
Major Responsibilities 
· Monitor the day-to-day financial operations within the company, such as payroll, invoicing, and other transactions

· Oversee financial department employees, including financial assistants and accountants

· Contract outside services for tax preparation, auditing, banking, investments, and other financial needs as necessary

· Track the company's financial status and performance to identify areas for potential improvement

· Seek out methods for minimizing financial risk to the company

· Research and analyze financial reports and market trends

· Provide insightful information and expectations to senior executives to aid in long-term and short-term decision making

· Review financial data and prepare monthly and annual reports

· Present financial reports to board members, stakeholders, executives, and clients in formal meetings

· Stay up to date with technological advances and accounting software to be used for financial purposes

· Establish and maintain financial policies and procedures for the company

· Understand and adhere to financial regulations and legislation.
Finance & Accounts Officer 




December 01 2006 to June 30, 2010
HELP IN NEED (Guaranteed Limited)
Major Responsibilities: 

· Verification, tracking and recording of financial transactions
· Establish and prepare accurate and timely information for budget monitoring and progress reporting of program funds and grants. 

· Reconciliation of the bank and cash accounts.

·  Preparation of the weekly, Monthly and bimonthly counts ensuring financial and resource accountability and effective management for records as required for auditing.

· Disbursement of cash advances and reconciliation to ensure recovery.

· Tax calculations, withholding, depositing and reporting.

· E-filing of Tax Return on monthly basis 

· Payables and receivables accounting.
· Voucher preparation & Verification.

· Projects book keeping and accounting of the all developmental projects implemented by the organization.
Computer skill
Quick book Premier2013 accounting software 

Microsoft office automation (MS Word, MS Excel & Ms PowerPoint) & Internet
Professional Trait
· Able to work independently and results-oriented

· Ability to conceptualize, plan and execute ideas as well as transfer knowledge and skills

· Ability to clearly and concisely express ideas and concepts in written and oral form

· Demonstrated leadership and teamwork abilities
· Ability to work under time frame situations

· Ability to perform in under pressure situations

· Excellent interpersonal communication ski
Education/Qualification
	Degree/Diploma

Board /University

Year

MBA (Finance) 

AIOU-Islamabad

2011

Graduation (B`.com)

AJK University

2006

Intermediate ( Commerce)

BISE Mirpur (AJK)

2003

Matriculation

BISE Mirpur (AJK)

2000




Professional training 
Participation in Training workshop-Financial management organized by Helping Hand USA, World food Program & Center for Resource & System Management, covering the following main topics.

· 3days Advanced Excel with Dashboard 

· Effective Financial Management

· Setting up Policies

· Budgeting

· Internal Controls

· Accounting Systems

· Compliances to legal requirements

· Reporting

· Audit


· Accounting Records & Documentation

· Importance of Vouchers

· Accounting record keeping new techniques

· Field Level Accounting (Linkages between Head Office, Partners and Field Offices.


· Cash Management and its importance.

personal information
· Date of Birth:                                                   01-07-1985 

· Marital Status:                                                 Married                                                     

· Nationality:                                                       Pakistani 
















