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personality Profile
	snapshot
	With MBA (Finance) and Partly Qualified ACCA, I have gained substantial experience as Finance Manager in various private Organizations. 

Also, I have exceptional knowledge of internal audit processes and regulations and of data analysis and risk management. I can also train team members in all administration and finance procedures.


	objective
	My main goal is to become a Financial Analyst and I aim to do that by conducting reviews of operations, functions, finances, management, and compliance within the company that will enable it to drive forward in achieving its mission and vision. 
By imparting the fullest of my analytical and administrative expertise in this pursuit, as well as collaborating with other control-related teams within the company, I am positive that this objective can be achieved. My years of experience as a Finance Manager sharpened my skills in measuring organizational compliance and I aim to utilize and further enhance this ability throughout my career. With this said, I am looking forward to contribute to the growth of the company.

	expertise
	Finance

	· Financial Statements Preparation
· Bank Reconciliation
· Depreciation Calculation
· Financial Ratio Analysis
· QuickBooks Software 

	
	Audit

	· Financial Statements Analysis
· Prepare Audit Report

	
	Taxation

	· Preparing Corporate Taxes
· Preparation of Individual Tax Returns


Finance  MANAGER




NOV 2011 – TILL NOW  
KARWAN UNIVERSITY, kabul
Responsible to: 

· Prepare the monthly expenses report Maintaining Ledgers of expenses/ income/ cash/ and other assets and liabilities of companies
· Maintaining a proper filing system for the office.

· Monthly Cash control with cashier and keeping proper cash flow.

· Preparing staff monthly salaries, travel cost etc.

· Making payment to Suppliers online/Cheques/Cash According to subcontractor need.

· Preparing/verifying and submitting the invoices
Maintenance of Petty Cash.

· Preparing Payroll for employees & payments to employees.

· Reconciling Bank statement with Cash book.

· Preparation of Vouchers and getting them checked.

· Preparation of Cash forecast for office day to day expenditure.

· Preparing budgets for the respective projects.

· Entering transaction into QuickBooks on daily basis;

· Filing all posted vouchers into respective files and ensure its efficient maintenance;

· Handling banking transactions; withdrawals, deposits etc.

· Reviews audit working papers and discusses audit observations with responsible officials
· To provide induction training on Quick Book and Admin/Finance activities to the subordinates
ADMINSTRATOR & ACCOUNTANT



NOV 2009 TO JULY 2011
OQAB COAL COMPANY LIMITED.

Responsible to: 

·  Arranging travel and accommodation for staff  and other external contacts; 
· Check and control the accounting record.

· Devising and maintaining office systems; 
· Did successful meetings with customers.  

· Effectively rectify customer complaints and resolved post-sales related issues. 

·  Liaising with staff in other departments and with external contacts; 
· Making payments by verifying records, and requesting disbursements.

· Managed to improve communication with old clients. 

·  Managing and maintaining budgets, as well as invoicing; 
·  Ordering and maintaining stationery and equipment; 
·   Organizing and storing paperwork, documents and computer-based information; 
· Reconciling Bank statement with Cash book.

· Record all the accounting information. 

·  recruiting, training and supervising junior staff and delegating work as required;

·  Sorting and distributing incoming post and organizing and sending outgoing 
· Took initiatives to develop new clientele.

·  Using content management systems to maintain and update websites and internal databases; 
TRAINEE


FEB 2009 TO AUG 2009

SHAHID SAMI & CO CHARTERED ACCOUNTANT 

Responsible to: 

· Assists auditor in the examination and analysis of accounting records of establishment, and prepares reports concerning its financial status and operating procedures.
· Reviews data regarding material assets, net worth, liabilities, capital stock, surplus, income, and expenditures.
· Inspects items in books of original entry to determine if proper procedure in recording transactions was followed.
· Verifies journal and ledger entries of cash and check payments, purchases, expenses, and trial balances by examining and authenticating inventory items.
· Counts cash on hand, inspects notes receivable and payable, negotiable securities.

· May study the business clients’ accounting methods.

· May assist in confirming that funds are being used wisely and within the law

educational qualifications
	Degree/Certificate
	University/College/School
	Session

	MBA
	IMSciences, Peshawar, Pakistan
	2009-2011

	B.A
	University of Peshawar, KPK, Pakistan
	2007-2009

	ACCA (Part 1ST)
	PAC, Peshawar, Pakistan
	2007

	F.Sc
	Islamia College Peshawar
	2002-2004

	S.S.C
	Al-Asar Public School & College, Kohat
	2002


Language skills
	Languages
	Competency Level

	
	Speaking
	Understanding
	Writing

	Pushto
	Native
	Native
	Native

	English
	Advanced
	Advanced
	Advanced

	Urdu
	Native
	Native
	Native


personal information

	Age
	30

	Nationality
	Pakistani

	Marital Status
	Single

	Health
	Healthy
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