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	Professional Profile and objective

	Career Progress/Professional work Experience with projects detail

A result-oriented, experienced professional with over 17 years of experience in Financial accounting and project/grant management. I want to explore my energies and talent for achieving organizational challenges and contribute towards the organization's growth and development where opportunities to grow professionally and personally are ample.


Finance AND Admin Officer (Global fund Funded Project)
From 2011 till date Performing Responsibilities with the Association for Community Development (ACD) in the Health Sector With the Support of Global funds Under the SR’s Mercy Corps(MC) International, National TB Control Program(NTP), Directorate of Malaria Control Program(DMC), National Aids Control Program(NACP), Save The Children International)
Manager Accounts and Administration

Sep-2006 to Mar-2011 Mushtaq Mega mart
Donors, Program detail, and its Components 

· Mercy Corps: Tuberculosis: New Funding Model Three (NFM III) : (Global fund-funded Project)
· Mercy Corps: Tuberculosis: New Funding Request (NFR) : (Global fund-funded Project)
· Mercy Corps: Tuberculosis: New Funding Model (NFM) : (Global fund-funded Project)
· Mercy Corps: Tuberculosis: Single Stream Funding (SSF) : (Global fund-funded Project)
· National Aids Control Program: HIV/Aids : (Global fund-funded Project)
· Save The Children: Malaria : (Save the Children funds) 
· Directorate of Malaria Control Program (DMC) : (Global fund-funded Project)
· National TB Control Program (NTP): Tuberculosis : (Global fund-funded Project)
· Mercy Corps: Tuberculosis: Advocacy of Community Social Mobilization (ACSM) : (Global fund-funded Project)
· Green Star TB Drug Management (TBDM) : (Global fund-funded Project)
 Areas of Expertise/Job Description/Terms of Reference/Roles/Responsibilities in Global fund funded Projects
A-Financial and Grants Management Function: Fully Accounting Cycle| Grant Management and Donors compliance|Financial and management reporting|hands on experience of Financial management of Global Fund grants| Budgeting| Balance sheet| inventory reconciliation| Assurance Audit and internal control environment studies and system improvements| Treasury and Cash management| Taxation and Reulatory compliance| inventories cost measurement| oversee office logistics| administrative matters and recording archiving| Arrangement of meetings|  Record Keeping in Books of Accounts Quick Book ERP| maintaining all financial documents| Maintaining all contracts and agreements of employees and vendors| Petty Cash Handling| Cheque payments to beneficiaries| timely settlement of an operational cash advance| Budget vs Actual (BVA) report| Reconciliation of Bank statement, payroll and GL to payroll| Follow the Finance manual| Cost Allocation| HR| Procurement| Follow Travel and IT policies of the organization| ensure all procurement and Logistic processes| preparation and submission of quarterly monthly Financial reports| Financial monitoring visits| preparation of quarterly annual audits internal or external| verified timesheet and work hours| calculation of salaries deduction and contribution| Assist the Finance manager planning and forecasting| calculation of income tax and sales tax of employees and vendors| calculation of  EOBI of employees.
B-Administration Function:  Assist the Finance/Admin manager in implementing and administering the system| Ensure the reconciliation of all documents regarding Fuel consumption| Assist during staff interviews or recruitments| Manage office equipment| Arrange and coordinate meetings| Organize and assist the driver’s planning and duties.
C-Audits Internal and External: Execute Audit assistant functions to check the accuracy of accounting system and procedure| Verify and inspect A/R and A/P| Check, inspect, and reconcile deposits and payments| Ensure compliance with regulatory guidelines and generally accepted auditing standards| Study, inspection and assessment budget, balance sheet and other related financial statements| Check all accounts and database are updated and functioning properly| Audit Facilitations during external Audit of doner Audit|   

	Languages 
1. English (English Languages Certificates)   2. Urdu   3. Pashto   4.Hindko   5. Punjabi 
Professional and Financial Skills 
A-PROFESSIONAL: Excellent Communication| Decision-making| Conflict Resolution| Positive attitude| Problem-Solving| Strong Team Player| Team Management| Commercial acumen| Analytical Ability
B-FINANCIAL: Strong knowledge of Accounting| Voucher management | Financial Strategic|  Taxation| Tax Management| Tax Strategic| Financial Budgeting and Financial Forecasting| Risk Identification, Risk Analysis, Risk Assessment, Risk Treatment and Risk Monitoring |  Quick Book| ERP| Financial Reporting| Financial Monitoring

Professional Qualification

	MBA 3.5 Years (MS-Finance)                    B.Com                                                  D.Com
          (2018)                                             (2012)                                                 (2006)    
University of Peshawar                        University of Peshawar                 KP Board of Technical Education Peshawar
Research topic MS Finance
· Impact of Dividends on Shareholder Wealth of the Pharmaceutical sector of Pakistan Listed in the PSE 100 index                                                                                                 
Training with certificates Associated with the Global Fund Projects
· Quick Book Course Certificate from Virtual University (Jul-Oct 2023)
· Freelancing Course Certificate from Virtual University (Jul-Oct 2023)
· ChatGPT for Finance Certificate from Great Learning Academy (Sep 2023)
· Attended 2 Days Capacity Building Session on the operational Guideline for the implementation of the Public-Private Mix, Active Case finding, Enhanced Case Finding, and Specimen Transportation components of the TB Program under NFM III Organized by the Association for Community Development 
Duration 5th to 6th Aug 2021 

Venue: Shelton Rezidor University Road Peshawar
· 2 Days of Training on Quick Book Pro 2015 organized by the National Aids Control Program
Duration 2 Days 6th to 7th May 2015

Venue: Envoy Hotel Islamabad
· Attended 3 Days of DFO (District Field Officer)/(FO) Field Officer Training on TB DOTS (Tuberculosis Direct Observed Treatment Short Course) Organized by the Association for Community Development 
Duration 4th to 6th Sep 2013 

Venue: Old Bara Road University Town Peshawar
Computer Skills along with certificates

1. Office Automation Advance Commond on Micro soft Excel formula (v lookup, h lookup, x lookup, index match, pivot table, etc. MS Word, MS Outlook, MS PowerPoint, etc Certificate from S.D.C (Skill Development Council) 2. Quick Book Certificate from PACP Punjab Aids Control Program  3. ERP  4. Freelancing 5. SPSS (Statistical Package for Social Sciences)
Achievements/Certificates

· 3rd Position holder in MS Finance 4th semester

· Appreciation Letter from External Auditors (Global fund grant)

· Converted the conventional cash payments of all field-related activities into the online cash payment system through the online app of UBank and HBL online banking portal
· Timely reporting monthly, Quarterly, and Annual basis

· English Languages, Blood Donation certificates to HIV and Thalassemia patients
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