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	Work Experience

	International Rescue Committee (IRC)

Sep 2011 - Jan 2012 
	Cash Transfer Assistant

· Checking the attendance sheets of trainees and labor involved in Cash-for-Work schemes.

· Verifying beneficiaries' names and signatures and consistency with CNIC

· Prepare payment sheets.

· Disbursing the payments to the registered beneficiaries as per schedule and amount indicated in the distribution plan, making sure to collect signatures or thumb impression

· Submit the requested documentation to Cash Transfer Officers and Finance officer on daily basis. Making sure that it is complete and accurate.

· Ensuring implementation of all IRC guidelines with regard to disbursements of payments.

· Submitting daily and weekly updates to the Sr. Cash Transfer Manager.

· Can Accomplish any other duty assigned by the Sr. Cash 1Transfer


	International Rescue Committee (IRC)

Dec 2010 - Sep 2011


	Warehouse Assistant

· Maintenance of Inventory stock record.

· Maintenance and updating of Stock registers at warehouse. 

· Keeping stock registers at safe locations with restriction and authorized      access.

· Inventory receipts and releases record.

· Distribution acknowledgment record of all issued supplies from warehouse.

· Warehouse properly maintained and well organization. Safety equipments like fire extinguishers presentation at warehouse at all times and are functioned.

· Assets received/purchased registered at separate stock registers.

· Sharing monthly warehouse reports with management.

· Discrepancies of warehouse/ program facilities/ offices are reported immediately and proper action. 

· Updating of field supervisors about available stocks at warehouses so that purchases needed are made on demand and in time.

· Participate in professional training and development activities, if requested.  

· Other duties, as needed or requested

	Daoudsons Armoury
May 2009 –Dec 2010
	Accountant 
· Bank Reconciliations
· Using Accounting Package(Visual Basic) for Routine Transactions.
· Book Keeping
· Verification of Cash Expense, Cash Payment, Cash Receipt, Bank Payment, Bank Receipt and Journal Vouchers.
· E-Filling of Income Tax

	MKB Group of Companies 
(Head Office)
Mar 2006 –May 2009
	(VinCraft & Polyfits) ACCOUNTANT

· Bank Reconciliations
· Using Accounting Package for Routine Transactions.
· Verification of Cash Expense, Cash Payment, Cash Receipt, Bank Payment, Bank Receipt and Journal Vouchers.
· Preparing Salary Sheets for the workers and Staff.

	Al Bukhari Foundation (Malaysian NGO)
Nov 2005 - Dec 2005
	Assessment Manager (30 Days Project)

· Observation of affected areas.

· Delivery of Food, tents, cloths, blankets to effected peoples.

· Maintaining a log and report submission to UN of above activities.


	Education 

	· MBA( Finance )





    2004-2006

       Cecos University Peshawar  
· B-COM






    2001-2004

       University of Peshawar  

	Personal 

	Nationality:

Pakistani

Marital Status:

Married

Date of Birth:                   29 July 1978

	Skills 

	Computer
· MS Office
· Accounting Software (Visual Basic)

· Peach Tree 
· Installation of Different Operating Systems

Language
· English
· Urdu

· Pashto

· Punjabi

· Arabic (Reading Only)
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