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Personal Data:
Date of Birth: 

                        10/03/1990

Gender:

                       Male
Nationality:
                      Pakistani

Visa Status:

Long Term Visit Visa

Marital Status:
                   Single
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Objectives:
To seek a challenging position in a professional organization in the field of Finance/Accounts/Audit with Opportunities for advancement, where I can learn and utilize my full potentialities as an innovative person in the interest and dignity of the organization.
Work Experience:
Employment:         1 Year(Admin & Finance Assistant)      
                                1 Year(Account Officer)

                                2 Years (Lecturer contract)

Internship              2 Months(Bank)
Qualification:                         B.com(Hons) 4 Years/M.com specialization in Finance 

                                                     D.com(Diploma in Commerce) 2 Years
                                                     DIT (Diploma in Information Technology) 1 Year
Employment:

Organization name:
        RDO(Rural Development Organization)

Organization Type:            NGO
Designation:

        Admin & Finance Assistant
Location:                              Timergara Dir. Lower, kpk, Pakistan
Type of experience:            Full Time
Tenure:

       March, 2013 to Feb, 2014
Job Description:
· Maintaining records of Bank Account.

· Makes the payments for suppliers, contracts, salaries, per diem etc. after approval of invoices by person   responsible for the purchase / payment.
· Prepare, verify, and process invoices and coding payment documents.

· Maintain the general ledger

·  Responsible for the daily upkeep of the cashbox book and encodes in it all accounting transactions made from it.
· Establishes the reconciliation statement on a monthly basis before closing the monthly accounting.
· Preparation of the monthly follow-up of the expenses.

· Participation in the budget preparation.

· Managed and ensures the monthly staff management tool regarding salary scale, payrolls, pay slips and legal dispositions for the Organization
· Follows up the recruitment and positions openings proceduresfor the RDO and ensures the professionalism in the recruitment procedures.
· Manages the RDO offices daily administration issues, organises and supervise the work of the RDO domestic staff e.g. cooks, office cleaners and watchmen.

· Assist in preparation of Monthly staff meetings.

· Responsible for the stationary material for office stock.


Organization name:              
DRDO (Dir Rural Development Organization)

Organization Type:                  NGO

Designation:

             Account Officer
Location:                                   Wari Bazar, Dir. Upper, kpk, Pakistan
Type of experience:                 Full Time

Tenure:

            March, 2014 to February, 2015
Job Description:.

· To improve the processes and policies in support of organization mission--specifically, support better accounting, reporting, information flow, business processes and organization planning.
· Maintaining the daily cash book.
· Making of Financial statement--monthly and weakly reports (Expanse, income statement).
· Maintaining the Journal, Ledger and Trail balance. 
· Billing and Invoicing to the funding sources.
· Regular meetings with the Executive Director around Fiscal planning.
· Development of individual program Budgets.
· To ensure the provision of better Quality and Services to the Clients in the interest of organization.
· Verify that transactions comply with financial policies and procedures.
· Participation in the budget preparation.

· Calculate salaries and benefits

· Payroll management.
______________________________________________________________________________________
Organization name:
        Govt. College of Management Science (GCMS)

Organization Type:            Government 
Designation:

       Lecturer (Contract)
Location:                             Timergara Dir. Lower 

Type of experience:           Part Time
Tenure:
                   Oct, 2012 to Dec, 2014
Job Description:

Teaching the following subjects:

· Modern Accounting            (B.com part I)
· Financial Accounting          (BBA part I)

· Fundamental Accounting  (BBA part I)
· Costing Accounting            (BBA part II)

· Business Research Method (BBA part III)  
______________________________________________________________________________________
Organization name:
       NIB Bank Mardan

Designation:

       Internee
Tenure:

      July 25, 2012 to September 10, 2012
Job Description:
· Account opening process.
· Debit and credit rules of bank

· Clearing. 
· Issuance of Checkbook after opening Account

______________________________________________________________________________
Academic Qualification:
Total Years of Education = 16 Years
	Degree/Diploma name
	Diploma in Information Technology (DIT)

	Level Attained
	One year Diploma

	Division/GPA/Aggregate
	1st Division (83%)

	Session
	2013-2014

	Institute/Board/University
	Board of Technical Education Khyber Pakhtunkhwa Peshawar, Pakistan

	Majors
	Information & Communication Technology, Office Automation,
Computer Network, Database, E-Commerce &

 Web Technology


	Degree/Diploma name
	B.com(Hons)-4 years/M.comSpecialization in Finance

	Level Attained
	Master Degree

	Division/GPA/Aggregate
	CGPA 3.49/4.00

	Session
	2008-2012

	Institute/Board/University
	Hailey College of Commerce ,University of the Punjab, Lahore Pakistan

	Majors
	Managerial Finance, Corporate Finance, Cost Accounting, Advanced Financial Accounting, Business Mathematics & Statistics, Organization Behavior, Business & Risk Management, Money& Banking.


	Degree/Diploma name
	D.com (Diploma in Commerce)

	Level Attained
	Intermediate (2 years) Commerce

	Division/GPA/Aggregate
	1st Division (79%)

	Session
	2006-2008

	Institute/Board/University
	Board of Technical Education Khyber Pakhtunkhwa, Peshawar, Pakistan.

	Majors
	Commerce


	Degree/Diploma name
	Secondary School Certificate (SSC)

	Level Attained
	Matriculation (10 years)

	Division/GPA/Aggregate
	1nd Division

	Session
	2006

	Institute/Board/University
	Board of intermediate & Secondary Education Malakand , Pakistan.

	Majors
	Science 


Short Courses: (Having a Certificates)
	Short courses name
	Peachtree, QuickBooks, Tally, Accounting in Excel

	Duration 
	6 months

	Division/GPA/Aggregate
	1nd Division (Average marks 89%)

	Session
	2015

	Institute/Board/University
	Islamia Computer Academy Peshawar, Pakistan.


Training sessions: 
· Five Days Workshop on “Leadership Management Skills Training (LMST)"-From: December 23, 2013 to December 27, 2013. -Organized By: “SRSP”
· One day Workshop on “Community Management Skills Training (CMST)" on December 12, 2013.-Organized by “SRSP”
______________________________________________________________________________
COMPUTER SKILL:
1. MS Office (MS Word, MS Excel, MS PowerPoint)

2. Peachtree

3. QuickBooks.

4. Tally.

5. E-mail & internet.

6. Microsoft windows.

Key Skills and Competencies:
· Excellence account management skill.
· Ability to follow up with clients in a timely professional manner.

· Ability to work long hours, often under pressure.
· Quick Learning and Adapting Skills

· Self-motivated and  Target Oriented Person

· Time Management and Meeting Deadlines.
Languages:
       Language                              Writing                  Reading                   Speaking
       English                                   Excellent                 Excellent                   Good

       Pashto                                     Excellent                 Excellent                  Excellent

       Urdu                                       Excellent                 Excellent                  Excellent
Curriculum Vitae











