CV No: 1265262
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
	OBJECTIVE


My work experience would ensure my utmost effort to benefit the organization, my technical capabilities are in compliance to the position that I have applied for and provided with a chance to serve. I would assure my dedicated performances on the tasks that would be assigned to me by my Supervisors.

	EDUCATIONAL QUALIFICATION

	Degree
	Institution
	Year Of Completion
	Major Subject 

	Master
	MBA
	IQRA University
	2010
	Finance

CGPA 3.00

	Graduation
	BBA-H
	IQRA University
	2006
	Finance

CGPA 3.00

	Intermediate
	D.Com/ C.Com
	Board of Intermediate and Secondary Education, Balochistan.
	2002
	Commerce

	Matriculation


	S.S.C

(Science)
	Board of Intermediate and Secondary Education, Balochistan.
	2000
	Science 


ACCA 3 papers exempted (in progress) 
	WORK EXPERIENCE 


1.1 ) Finance & Administration Specialist- Consultants. 




(From Dec, 2012 to Date)
Project 
  Bank -Pak (SF)
.
Job Responsibilities
· Supervision and monitoring of overall finance and administrative matters.
· Development of system for Preparing of monthly financial statements, project accounts and financial reporting to concerned authorities.

· Tracking of expenditure by allocated budget head wise and expenses of designated office.

· Comparative analysis of budget with expenditure.

· Preparation of invoice and submission to the concerned authorities for payment to PMC.

· Checking & verification of all contractors bills prior to payment by PMU and PMC.

· Tracking overall loan disbursement status.

· Providing requisite financial input for the quarterly progress reports.

· Assisting the IA in preparation of complete and correct withdrawal applications and ensuring prompt submission to ADB.

1.2) Manager- Admin & Finance (Nov 2010 to December 2012)
Water Management Project- AF (Cr: 4629-Pak)
World Bank Funded.
· Financial Management of Sindh On Farm Water Management Project
· Manage projects accounting and financial system by ensuring that appropriate control and reporting structures are maintained.

· Submission of invoices to the Client (Agricultural Engineering & Water Management Sindh Hyderabad).

· Assigning task to staff for reports preparation.

· Ensure staff leaves record, vehicles logbook maintenance.
· Prepare Staff Payroll.
· Implement tools and plant, stationery, computer and equipment (inventory) management system.

· Support extended to Staff for the preparation of reports on Revaluation of Assets of Quetta Electricity Supply Company (QESCO).

Achievements
· G-3 Engineering Consultants was awarded Revaluation of Assets of Quetta   Electricity Supply Company (QESCO), finalized draft reports of Assets Revaluation covered land, vehicles, computer equipments which were highly appreciated by Directors.

· Ensure SOPs of Finance that included voucher to final account, payroll, T.A/D.A   settlement 
· Ensure SOPs of Administration that included proper staff leaves record, vehicles        logbook maintenance and staff personal file.

· Proposed Performa’s for land, vehicles, computer equipment valuation, advance     requisition, cash received, stationery and equipment requisition.
2) Asst. Internal Auditor (Jan 2009 to Oct, 2010)
Education Foundation 

Education Foundation is an autonomous body established under an Act through Provincial Assembly in 1994.  operates under the Board of Directors, chaired by His Excellency Governor Balochistan, mandated to promote education in general & primary education in particular through public private partnership in the province. Currently,is undertaking education sector development activities of “Balochistan Education Support Project” with the financial assistance of The World Bank. 

Job Responsibilities
Internal Audit of Sections

· Internal Audit of BEF Accounts, Admin & Procurement Sections. 

· Check internal controls.

· Check deviation from operations manual. 

· Response taken on issues raised by external auditors in Management Letter (ML). 

· Preparation and submission of Internal Audit Report to the MD BEF.

· Share report with related Section
Internal Audit of Community Implementing Partners

· Internal Audit of Community Implementing Partners (CIP).

· Check compliance with agreement.

· Verify achievements against milestones.

· Verify settlement of advances

· Verify community mobilization, monitoring & supervision budget utilization.

· Preparation and submission of Internal Audit Report to the MD BEF.

· Share report with CIP. 

Internal Audit of Community Schools

· Internal Audit of Community Schools on sample basis. 

· Verify flow of funds transfer by BEF, check delays.

· Verify utilization of funds.

· Verify financial record.

· Assessment of facilitation provided by CIP.

· Assessment of effectiveness of training provided by Training Implementing Partners (TIP).

· Preparation and submission of Internal Audit Report to MD and after MD recommendation it would be shared with Monitoring & Evaluation (M&E) Section.

Internal Audit of Private Implementing Partners.

· Internal Audit of Private Schools on sample basis.

· Verify flow of funds transfer by BEF.

· Verify utilization of subsidy.

· Verify financial record.

· Preparation and submission of Internal Audit Report to MD and after MD recommendation it would be shared with   M & E Section.

Achievements
· Support extended to finance section for the facilitation of audits which helped the organization in finalizing the report within a week, which was appreciated by top management.

· Thoroughly checked procedures and SOP’s of Admin Section and provided constructive feedback, which was incorporated further on.  

· Thoroughly checked procedures and SOP’s of Procurement Section and provided constructive feedback, which was incorporated further on.

· Audited implementing partners, including local, provincial, national & international NGO’s within the provided work plan and timeline.

· Private Schools have been visited throughout Balochistan.

· Internal Audit Report of private schools was formulated to top management which was highly appreciated.
3) Internee (Feb, 2007 to March, 2007)
    Bank 
    Job Responsibilities
    Rotated in Sections 

	Projects /Seminar

	Prepared report on Treasury Management focus on Money Market and its functions, Equity Desk and Forex Market

	Attended six weeks training on communication skills organized by IQRA University.

	Prepared report on FMCG on marketing covered topics product line, product mix, segmentation, target market, price and distribution channel.

	Design a small net working system based on one client and two host systems as an assignment.


	PERSONAL INFORMATION


Marital Status
 :   Married 
Nationality     
 :   Pakistani

Religion          
 :   Islam 
Date of Birth     
 :   8th January, 1983.                                                                                                                   

Language Proficiency:   English & Urdu (Good)
	SKILLS AND QUALIFICATION


Work on MS word, Excel and PowerPoint 
Work on HTML.[image: image1.png]



