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OBJECTIVES
My objective is to achieve high standards and challenging position sought with a progressive organization, where professional experience, managerial power, interpersonal nature, academic excellence and communication skills and expert knowledge can be exploited to the maximum.
Overview

→Hardworking, reliable and enthusiastic accounts and finance professional, holds and pursuing internationally esteemed qualification MBA (Finance) also having 3 years of vast & diversified experience. 

→ Able to efficiently prepare complete set of financial statements as well as manage account payables, account receivables, staff payroll and bank related issues. 

→ Strategic thinker with a track record of handling accounts with systematic approach 

→ Can effectively set priorities, lead, multitask & work in challenging & pressure driven work environment. 

→ I have developed my skills in Bookkeeping and Accounting software such as PACT, Quick Books, and Peachtree
E X P E R I E N C E S
NAOUFER Bus Rental and NAOUFER Garage (Dubai)
Working as a Chief Accountant (31ST July to Presenrt)

Key Responsibilities

It contains information pertaining to every account, including transactions. It includes all revenue and expenses. It also list and indicates the net worth of each of the bank’s assets. In addition to ensuring that everything is included in the document, and regularly reconciles it for accuracy. Responsible for conducting month-end close. Month-end is a routine process that ensures that all of the month’s financial activities have been accounted for. In most instances, a series of reports are generated from bank departments responsible for bookkeeping, such as accounts payable and accounts receivable. These monetary reports are reconciled along with the bank’s general ledger and compiled to create a month-end report. Focuses solely on ensuring that the company’s taxes are accurately processed and filed, researching and applying appropriate deductions in the process. Alternatively, a treasury accountant focuses on cash management, identifying ways to increase revenue and researching potential funding resources.
1- Khubaib Foundation Pakistan (IHH Turkey)
Worked as Admin and Procurement/Logistics officer 
 (December 2010-JUNE 2014)

Key Responsibilities

Admin and Procurement:
1. Take overall responsibility to provide logistics and administrative support to Islamabad based teams for smooth functioning of program activities.

2. Make proper documentation of all petty cash disbursements and submit to replenish the fund. Develop and share monthly reports to Procurement and Logistics Officer and Finance Officer on petty cash fund disbursement.

3. Assist Project Manager / Procurement and Logistics Officer in preparation of project budget and monitoring for budget verses expenses and report to Procurement and Logistics Officer / Finance Officer in case of issues related over / under-spending.

4. Process for all payments related to local procurement, logistics and routine transactions. 
5. Maintain inventory database for assets and office supplies and conduct periodic inventory checks. Submit inventory reconciliation reports to Procurement and Logistics Officer on quarterly basis.

6. Coordinate with Program Managers on allocation of drivers and to ensure project vehicles are effectively utilized. Work with line managers to ensure staff movement plan is maintained and updated on weekly basis.

7. Check vehicle log books on regular basis to ensure vehicles are used for official purposes only and monthly fuel consumed is justified and co-relates with the mileage. Inform Supervisor on policy violation and / or any major issue arises with regard to vehicle management.

8. Makes travel arrangements for staff and arrange accommodation on need basis.

9. Maintain record of the rental properties, process payment as per agreement and alert Procurement and Logistics Officer to negotiate renewal of the contracts using in timely manner.

10. Manage office supplies pertaining to tea / refreshment in an effective and efficient manner.

11. Act as a front desk/customer relationship officer providing desired information to the visitors, suppliers etc.

12. Maintain a proper/efficient filing system to ensure smooth running of the operations and maintain a repository of all logistics and administrative documents.

13. Maintain an updated list of staff in the office and monitor leaves & attendance; ensure effective record keeping of monthly attendance and leave record and coordinates with the concerned unit/manager for action.

14. Arrange payment of utility bills and maintain track record of all these payments.

15. Carryout local procurement (for project and office supplies) .

16. Maintain local suppliers list both for routine and emergency supplies and conduct regular market surveys and update the list.

17. Any other task assigned by the supervisor and / or management

Logistics:

 Prepare logistics and support plans, deployment timelines and budget requirements for planned or new operations; Develop logistical plans for existing operations; Develop logistics contingency plans; Develop plans for downsizing or liquidation; Develop and implement methodologies and tools to enable effective execution of logistic plans; Formulate Standard Operating Procedures; Manage logistics operations for donation which came from Turkey ; Ensure timely, accountable and cost-effective delivery of peacekeeping cargos and personnel; Coordinate and provide logistics support to ongoing air, land, river or rail operations; Ensure that logistics requirements take account of gender-specific needs; Coordinate logistics activities with procurement, finance, humanitarian affairs and other substantive units; Develop and implement logistics support policy, procedures and methodologies to the common benefit of all mission units; Prepare reports on personnel and material movements and other operational logistics issues;  Identify, plan and manage special logistics operations; Ensure that accurate and complete accounting, reporting and internal control systems are functioning and that all relevant records are maintained; Prepare logistics preparedness reviews.
Chaudhary and Sons Pakistan (General Order Suppliers)

Purchase Officer (April 2010 to December 2010)

Key Reponsibilities:

1.  Prepare reports and summarize data including sales report and book value.

2.  Schedule store visits and conduct competitor survey.

3.  Execution and monitoring of all regular purchasing duties.

4.  Coordinate with POF and HMC in the purchasing scope of work for projects assigned.

5.  Assist in managing and following up overseas orders.

6.  Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts.

7.  Support relevant departments with quotations for the purpose of tenders.

8.  Coordinate with POF to ensure on-time delivery.

9.  Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.

10.  Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

Bank Alfalah Limited (02 may, 2011 to 30th Jan 2013)
.Customer Relationship Department

1.75 yrs experience, as on 02 May, 2011 transferred to “Customer relation Department” as an In-charge at Bank Alfalah Limited Kamra and still performs duties.

My Job purpose is Preparation and posting of expenditure vouchers; timely submission of periodic reports/returns to HO/SBP/other Regulatory Authorities; maintenance and custodianship of branch’s record.

My Job principle responsibilities are:

· Maintain relationship with corporate customers to Increase branch profitability.

· Working on TDR (software for Term Deposits) Officer.

· Key Custodian of Vault/Strong Room
· Monthly balancing/Provisioning/ and running of all Accruals.
· Supervision/Confirmation and disbursement of salaries of all branch staff.

· Daily supervision of Customer Account activities regarding AML measures and keep proper record.

· Ensure that all department are working in line with Basic manual to avoid audit objections and rectification of all exceptions with in due time.

· Proper scrutiny of all reports of the department on monthly basis, rectification of any errors before day end through proper rectification procedure. 

· Submission of all periodical reports to the respective Area/Regional/Head offices and SBP.

Operations Department
1 “Remittance, Bills & Collection Department” at Bank Alfalah Limited Kamra.
My Job purpose is to provide high quality customer service in Remittance, Bills & Collection Department; issuance/payments of remittances and proper maintenance of related books and record according to BAL Operation Manual and prescribed procedures; to coordinate between branch and HO for smooth sale and encashment of   Rupees Travel Cheques and marketing of the product in order to meet the sale target.
My Job principle responsibilities are:
· To keep updated regarding BAL’s procedures for handling remittances, related SBP’s instructions and ensure their compliance.    
· Issuance/payment/cancellation and handling of PO/DD/TT/CDR/RTC issued by branch and other banks.
· Preparation of outward clearing returns/advises & cheque return memos. 

· Daily H.O reconciliation. 

· Maintenance & balancing of stock register.
· Periodic balancing of outstanding PO/DD/TT/CDR/RTC.
· Periodic balancing of inward/outward clearing/collection registers.
· Responding to customer’s queries. 

· To rectify audit’s objections by internal, external & SBP’s audit
Accounts Department

It contains information pertaining to every account, including transactions. It includes all revenue and expenses. It also list and indicates the net worth of each of the bank’s assets. In addition to ensuring that everything is included in the document, and regularly reconciles it for accuracy. Responsible for conducting month-end close. Month-end is a routine process that ensures that all of the month’s financial activities have been accounted for. In most instances, a series of reports are generated from bank departments responsible for bookkeeping, such as accounts payable and accounts receivable. These monetary reports are reconciled along with the bank’s general ledger and compiled to create a month-end report. Focuses solely on ensuring that the company’s taxes are accurately processed and filed, researching and applying appropriate deductions in the process. Alternatively, a treasury accountant focuses on cash management, identifying ways to increase revenue and researching potential funding resources.
S-Mart:.
Account Officer (March 2008 to July 2009)
Key Responsibilities:
1. To maintain the accounts on daily basis.
2. Closing of daily base cash.

3. Manage inventory in software on daily, weekly and monthly basis.

4. Prepare general, ledger, trail balance, balance sheet, trading profit and loss account.

5. Prepare finalization of Accounts on every end of year.

EDUCATION & QUALIFICATION
· 2007- 2009, MBA Finance
Federal Urdu university of Arts science and Technology Islamabad.

· 2005-2007, B.COM-IT
from Punjab University Lahore.

· 2003-2005, HSSC. 

 FEDERAL BOARD OF INTERMEDIATE & SECONDARY EDUCATION ISLAMABAD

· 2003, SSC
FEDERAL BOARD OF INTERMEDIATE & SECONDARY EDUCATION ISLAMABAD

OTHER SKILLS are Analytical, Numerical, Presentation, Planning & Management skills. Ability to swiftly adjust in varying cultural environment and can work efficiently, Tally Software, Quick book, Peachtree. 
PROFESSIONAL TRAINING & COURSES 

· Attend one day training course conducted by IBP on “Genral Banking” at Wah continental Hotel, Wah Cantt.

· Attend three days training course on “Accounting opening certification program” at Learning Centre , Bank Alfalah Limited Rawalpidi.

· Attend two days training course on “Remittance, Bills & Collection” at Training & Development Centre Bank Alfalah Limited Lahore.

LANGUAGE ABILITY
· Punjabi: Native language

· Urdu: Fluent 

· English: Fluent 
PERSONAL INTEREST 
· Reading




(  Gym
· Surfing on Internet


(  Cricket
PERSONAL INFORMATION
Birthday: 6th Dec, 1984
Visa Status: Employment
Gender:   Male     

Nationality: Pakistani         

Religion: Islam              

Academic Degree: MBA Finance
