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MBA (Finance) with CGPA 3.15/4.00 
· 08 Years Experience of Accounts/Internal Audit
· Worked on Peachtree Accounting Software, MS Word, MS Excel
· Expertise in Accounting Cycle/Financial Statements
EXPERIENCE: 07 YEARS & 11 MONTHS (as on 28/02/2013)
A. Internal Auditor (July 01, 2011 to till Date)

Institute of Information Technology Park Road Shahzad Islamabad Pakistan (Well Reputed Top Ranking Degree Awarding Institute)

Key Responsibilities:

· Pre Audit of Mega Procurement Cases Under Defined Rules and Policies

· Pre Audit of National and International TA/DA Cases

· Attend Meetings on Procurement Policy Matters
· Prepare Grant Utilization Statements for Onward Submission to Funding Organizations
· Check Juniors Work
B. Assistant Audit (December 01, 2007 to June 30, 2011)
COMSATS Institute of Information Technology Park Road Chak Shahzad Islamabad Pakistan
Key Responsibilities:

· Pre Audited Procurement Cases Under Defined Rules and Policies
· Prepared Grant Utilization Statements for Onward Submission to Funding Organizations
· Pre Audited Nationwide TA/DA, Petty Purchases and Final Settlement Cases

· Maintained Office Record
C. Finance Officer (September 21, 2005 to November 30, 2007)
Institute of Policy Studies F-7 Markaz Islamabad Pakistan
Responsibilities: (I was responsible of all accounting activities)

· Scrutinized Payment and Receipt Cases
· Prepared Payment and Receipt Vouchers 
· Posted in Peachtree Accounting Software

· Prepared Bank Reconciliation Statements and Maintained Cash Book 
· Dealt with Tax Matters of Employees as Well as Vendors Including Monthly/Annual Tax Statements
· Prepared Payroll
· Handled Cash Receipts
· Maintained Office Record
· Assisted External Audit Team in Finalization of Accounts    
D. Internee Accounts (March 21, 2005 to September 20, 2005)

Islamic International Medical Complex Hospital 7th Avenue G-7/4 Islamabad Pakistan

Responsibilities: 
· Billed Medical Claims of Insured Patients to Health Insurance Companies

· Dealt with Banks
· Prepared Bank Reconciliation Statements
· Maintained Office Record
· Posted Patient Billing in Peachtree Accounting Software
· Corresponded with Insurance Companies
ACADEMIC AND PROFESSIONAL QUALIFICATION:
· MBA (Finance) from Federal Urdu University of Arts Science and Technology Islamabad in Session 2008/10 scored CGPA 3.15/4.00
· C.M.A. (Cost and Management Accountant) Stage-I Qualified in July 2004
· B.Sc. (Computer Science) from University of Peshawar in 2002 scored 66.91 % Marks
· F.Sc. (Pre-Engineering) from B.I.S.E. Abbottabad in 2000 scored 63.00% Marks
· S.S.C. (Science) from B.I.S.E. Abbottabad in 1998 scored 72.12% Marks

SHORT TRAINING:
· Short Term Training on “Financial Rules” at Secretariat Training Institute H-9 Islamabad on October 18-22, 2010
COMPUTER SKILLS:

· Peachtree Accounting Software 
· MS Word, MS Excel
· Web Searching
PERSONAL DETAIL: 
Date of Birth:
 
13-01-1982 
Gender:

Male

Marital Status:

Single

Religion:

Islam

Nationality:

Pakistani










