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Email Address: 

zarrak2000@gmail.com

Address:


Gulberg # 2, Bamba Raod





Peshawar Cantt

Summary of Professional Experience.

· Designation:   Executive Coordinator
Employer:

Premier Formica Industry

September to December 2023

· Designation
Office and Finance Manager

· Employer:
PEF University
·                          Based in Peshawar From September 2018  to August 2020
· Designation:  Finance Officer       

Employer:            PEF Model Degree College

                                   Based in Peshawar From January 1996 to August 2003.

· Designation:  Accountant        

Employer:      Dr. Raza Pharmacutical

                             Based in Peshawar From June 1994 to December 1995.

•    Designation:   Accounts Assistant     

      Employer:            Frontier Woolen Mills

    

           Based in Peshawar From April 1993 to May 1994.

· Designation:  Finance and Admin, Coordinator        
Employer:            Islamic Relief Worldwide


         Based in Yemen, From May 2014 to March 2017.
                            Based in Somalia from March 2012 to April 2014

        
         Based in Afghanistan From October 2009 to Feb 2012. 
· Designation:  General Manager Accounts          
      Employer:            
Afghan Telecom Corporation.

           

Based in Afghanistan,    From March 2008 to Sep. 2009.            
· Designation:    Manager  Admin & Finance            
      Employer:             Action Aid International. 

            
Based in Afghanistan,    From June 2005 to Feb 2008 
· Designation:    Manager  Admin & Finance         
Employer:              Afghan German Help Coordination Office

                         
 Based in Afghanistan,    From Sep.  2003 to May 2005
Details of Professional Experience.
Scope of the Role:
the post holder has overall management responsibility for IRW’s finance in the country of posting to maintain financial systems and controls to ensure the efficiency, integrity and transparency. The post holder line manages finance staff.


Responsibility for Resources:
The post holder will be managing departmental budgets as well as overseeing and providing quality assurance for all country office budgets and expenditure.

Designation:   General Manager Accounts       
April 1st 2008 to Sep. 2009
Employer:            Afghan Telecom Corporation.              
Report to:             Chief Finance Officer

The scope of the mandate includes the following tasks:

Accounting
· Responsible to update  Account Receivable and Account Payables of main  office as well field offices for all 34 provinces including main head office.

· To manage and supervise the staff of Account Section 

· Advise the Chief Finance Officer about procedures necessary to be implemented to safeguard the internal controls

· Monitor that the implemented procedures and regulations as per the Finance Manual are being followed accordingly.

· To overview the preparation of the monthly payroll.

· Assist the Finance staff in preparing relevant, timely and accurate financial reports

· Identify variances from approved budget and to advice on necessary corrective action.

· To provide timely financial information to the Chief Finance Officer of Afghan Telecom
· Responsible for the timely and accurate monthly tax calculation and the filing thereof.

Finance system (Tally)

· Train staff on the Finance system and keep the knowledge updated with the aim to improve the utilization of the system.

· Implement upgrades of the current system or a new finance system.

· Ensure that the database is properly backed up weekly/monthly according to Afghan Telecom procedures.
· Responsible for coordinating with regional heads and regional finance managers on weekly basis regarding outstanding dues.

· Coordinate meetings regarding the progress on Government agencies / corporate clients outstanding.

Bookkeeping
· To supervise all entries in the bookkeeping: description and coding, and ensure that proper controls are adhered to regarding authorization levels and that correct coding is allocated.

· Responsible for the timely and accurate preparation of the monthly bookkeeping.
· Ensure that proper accounting controls are exercised including proper controls over cash and bank holdings, authorization levels are adhered to and correct coding is allocated etc.

· Ensure the timely monthly closing of the bookkeeping
Cash flow
· To arrange money transfers to the field offices in Afghanistan according to the authorized cash request from Chief Finance Officer.

· Overview all cash and bank disbursements.

· Maintain bank accounts.

· Responsible for the cash in safe and daily cash count.
Financial systems
· Execute adequate controls over cash and bank holdings

· Have a complete record of field capital assets and that they are adequately safeguarded

· Supervise that the assets, stock and store register is properly managed, updated and accounted for.

· Supervision and approval of the monthly stocktaking.
· In cooperation with the Head of Human Resources, arrange that all staff have appropriate employment contracts
Reporting.

· Preparing overviews for Government agencies / corporate clients in regard to their outstanding on monthly basis.

· Monthly based analysis reports for billed amount / collected / outstanding regarding corporate / government agencies.
· Monthly based reports on the status of outstanding dues / collected dues.

· Monthly summary report on all activities of dunning team.

· Updated information from all regions and summary report.
Internal control and advice.
· Advise CFO on short comings and improvements in the internal control procedures at HQ and in the regions.

· Develop procedure manual for the Dunning process.

· Advise CFO on outstanding dues to subscribers and actions to take.
· Any other tasks /assignments by supervisor.
Academic Qualifications and Trainings.
	Year
	Degree
	Institution
	Subjects

	1990-1992
	B. Com (Bachelor of Commerce)
	University of Peshawar.
	Business Finance, Marketing, Accounts, Banking, Economics, Statistics, Business Communication, Auditing, Management

	1987-1989
	D.Com  (Diploma in Commerce)                                                         


	NWFP Board of Technical Education (BIT)
	Accounting, Banking, Economics, introduction to Business, Typing

	1982-1987
	Secondary School Certificate (SSC) in Science.
	Board of Intermediate & Secondary Education (BISE).
	Emphasis on Basic Science Subjects


Trainings

	Name of Training
	Place

	AX financial management training. 

Accounting and Finance Management.

Finance Induction.

Accounting Software SUN System.

 Internal Auditor Training.

 Internal Audit Induction.

Financial Management Course
	Pakistan

Kosova.

Dhaka. (Bangladesh)

Katmandu (Nepal)

Bangalore (India).

Colombo (Sri Lanka).

Kabul (Afghanistan)


Languages

· English         (Excellent – Reading, Writing and Speaking)

· Urdu             (Excellent – Reading, Writing and Speaking)

· Pashtu           (Excellent – Reading, Writing and Speaking)

References

Haider Bukhari
Audit Manager 
Email address: unitax@outlook.com
Contact Number  03459033989
Salman Khawaja
Chief Accountant
Mohsin Match Factory
salmankhwaja20@gmail

Contact Number   0322 9021163
