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	Objective
	Seeking a job in the environment where my professional skills will be utilized with my      educational qualification. The years of experience spent for having practical knowledge can also prove to be great advantage of the organization.

	Highlights of skills and qualifications
	· Good communication skills in English and Urdu language both written and verbal communication.

· In my work ethic, I am committed to be excellence in all tasks that I am assigned and motivated to be an effective and a productive team member.

· Good skills and knowledge in organizing activities and management.

	Education
	     MBA Finance
[2004-2006]
            COMSATS
                       Pakistan
              
          B.Com 
     [2001-2003]
            Peshawar University                   Pakistan
          D.com         
      [1999-2001]                   Emerson Collage                         Pakistan                    
          S.S.C/Science          

     [1997-1999]
            Abbottabad Board                       Pakistan                             

	Professional Development Courses


	· Computer Knowledge MS Word, MS Excel, Power Point, SAGA (Accounting Software), ACCPAC ERP, Peachtree, Quick Book Pro, Tally 7.28, Typing speed 40 w/m.

· PICIC Bank Abbottabad / Two month’s internship. (April-May. 2006)

	Work Experience 
Total Exp 5 Years
	ACTED Pakistan (French NGO)                                  9th April 11 to 31st Oct 11
 Position:                                                                        Finance Officer:
· Assist with preparation of the budget.
· Establish, maintain and reconcile the general ledger.
· Prepare and reconcile bank statements.
· Establish and maintain supplier accounts.
· Processes supplier invoices.
· Ensure data is entered into the system.
· Issue cheques for all accounts due.
· Ensure transactions are properly recorded and entered into the computerized accounting.
· Preparations of Financial Statements. 

Sungi Development Foundation Pakistan       20th Dec 10 to 31st March 11
 Position:                                                              Assistant Finance Officer                                                                                     
Main Responsibilities:

· Preparation monthly payroll of the Staff.

· Calculation of tax on salary, products and services.
· Managing AP/AR.

· Handling Office Cash.

· Preparation of Donor report on monthly, quarterly and yearly basis.

· Monitoring the Budged on daily basis.

· Managing petty cash of the office.
· Making entries in accounting software ACCPAC.

· Preparation of Bank reconciliation statement.

· Making payment of all expenses.   
ACTED Pakistan (French NGO)                           9th Jan 09 to 31st Oct 10
Position:                                                                  Admin/HR/Finance Assistant
Main Responsibilities as (Finance Assistant):

· Voucher & Cashbook: filling of voucher(s) & registration of voucher in cash book and bank book.

· Payment: make payments for all items and services which have been approved by the base coordinator.

· Safe & Cash book checking: at the end of each day, the cashbook and the safe should be checked and the balance should correspond.
· Proper maintenance of Cash flow and forecasting.
· Advances: ensure the clearance of all advances for the staff, before paying the salary.
· Managing petty cash of the office.
· Preparation of Bank reconciliation statement.
Main Responsibilities as (Admin/HR Assistant)
· Assist Administrator for preparing all administrative letters.
· Schedule and coordinates meetings, apportionments, events and other similar activities, which also includes travel and lodging arrangement.
· Update the Premises follow up table, update premise contracts, and follow their payments with finance.
· Answer telephone and transfer to appropriate staff member.

· Control & checking attendance sheet of staff and arrangement of monthly report for salary distribution.

· Prepare employment contracts for new staff and contract extension/amendment in case of renewal.

· Follow up of staff Appraisal forms as per ACTED HR Manual.
· Check and control all staff grade, salary & position to be in accordance with ACTED Pakistan Salary Grid.

· Preparing vacancy announcements for new recruitments of National staff in ACTED.

· Arrange interview with new applicants, check references and make contract for successive candidates. 
· Make sure staff personal files are completed.
ACTED Pakistan (French NGO)                      1st  Sep 06 to 8th Jan 09
Position:                                                                      Admin/Finance/Logistic Assistant
Main Responsibilities as (Logistics Assistant):

· Makes procurements as per the directions of the Logistics Officer.

·   Manage the IN and OUT processes of the stock.                                                                    
· Ensure the maintenance and repairs of assets and property.

· Keep the assets file updated with all necessary documents.
· Ensures that vehicles are refuelled as required.

· Ensure proper utilization, maintenance and follow up of the ACTED vehicles.

· Manage the office’s telecommunication costs.

· Supports the Logistics Officer with maintaining inventory and asset records.
· Supports the Logistics Officer with the preparation of monthly reports as required.
Main Responsibilities as (Admin/Finance Assistant):

        These are mentioned as above in Admin/HR/Finance Assistant.
          

	Language Skills
	             English               Urdu                 Hindko


Personal Data

Visa Status:

Visit 

Date of Birth:

Dec 25, 1982   
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