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Faiz – Ur – Rehman                                                                          
faiz.rehman87@yahoo.com
Contact number:
+92 342 5344398
Date of Birth:

 April 15, 1987
Postal Address:  House 733 Mangla Road G9/3 Islamabad
OBJECTIVE
 My objective is to work with a reputeable organization, professional management team and healty working environment in order to share my experience to achive our objective and success together. 

CAREER PROFILE 
· Detail-oriented, efficient and organized professional with extensive experience in administration, accounting and financial systems.

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.
· Excellent written and verbal communication skills.

· Resourceful in the completion of projects, effective at multi-tasking.
AREAS OF EXPERTISE
· Treasury & Financial Management
· Tax management

· Accounts payable

· Accounts receivable

· PayRoll
· Contrat Management ( SAP/ESPRIT)
· Financial Analysis
· Financial Satement Prepartion & Forcasting and budgeting

· Auditing and Adminstration

· Income tax & Bookeeping
· Budgeting, Controling and monitoring
· Reporting 
· Fund management
· Admin and HR
· Monitoring and Controlling of premises 
ACCOUNTING AND FINANCE SOFTWARE
· SAP/ESPRIT

· Sunsystem

· Navision 

· Aurozona

· Agresso

EMPLOYMENT HISTORY    



 
Title: Manager Finance and Administration                     (June 2015 to date)
Royal Norwegian Embassy Islamabad.
Major Responsibilities:

Finance and Accounting Core Task:-

1) Maintain a documented system of accounting and finance policies and procedures

2) Manage the preparation of the Embassy annual budget

3) Report to  the management on variances from the established budget, and the reason for those variances

4) Ensure that sufficient funds are available to meet ongoing day to day operation

5) Fund transfer from Norges bank into DNB and from DNB into local bank

6) To process invoices, for  payment through DNB bank according to financial rules

7) To process invoices, for  payment through local bank according to financial rules

8) To process cash invoices, for payment according to financial rules

9) Issuing and clearance of travel advances

10) To process financial data in AGRESSO (Accounting software)

11) Responsibility to follow month- end account closing procedures

12) To process  year end closing of accounts

13) Send original  accounting documents to Accounts section  after year end closing

14) Maintain banking relationship
HR Core Task:-
1) To process monthly local staff salary

2) Daily attendance control

3) To maintain annual leave

4) To assist management in staff recruitment process

5) Deduction of income tax on salary and send details to tax consultant

6) To assist management in annual salary adjustment

7) To maintain and transfer pension into retired staff bank account

8) To control staff overtime

9) To maintain and update staff perdiem

10) Travel Statement 

11) To assist management in staff training

12) To maintain local staff personal files

13) To control staff medical
14) Payroll
Admin Core Task:-
1)  Plan and coordinate administrative procedures and systems with Head of Chancery to devise ways to streamline processes 

2) Ensure the smooth and adequate flow of information within the company to facilitate other departments

3) Manage work schedules and deadlines

4) Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints

5) Organize and supervise other office activities(renovations, event, planning etc)

6) Plan long term and short term maintenance needs of rented houses

7) To supervise of maintenance of chancery and houses

8) To assist head of chancery for arranging of accommodation for newly arrived diplomatic staff

9)  Develop energy efficiency procedure and monitor utility power consumption

10) Modernize and update equipment in chancery and houses

11) Timely and proactive management of embassy protocol matters

12) Taxation concessions, exemptions, vehicles registration, de registration and renewal, custom clearance

13) Develop and maintain a network of contact in MOFA and other relevant departments

14) Plan long term and short term maintenance needs for vehicles

15) To assist diplomats for purchasing of new material for houses 

16) Responsible to maintain all premises
Title: Accountant 
Swiss Agency For Development And Cooperation(SDC)

  (Mar 2012 to May 2015)
Embassay Of Switzerland Islamabad.

Major Responsibilities:
· Handling of physical cash and processing all the payments, payment to partners, field offices etc.

· Booking all kind of transactions in Accounting software Navision

· Responsible for supervising bank and cash balance 

· Fund transfere from HQ to local bank and then into sub offices

· Preparing and controling budget

· Preparation of monthly bank and Cash reconciliation statements.

· Support the Finance Manager in maintaining appropriate level of funds guaranteed at all times. 

· Follow up of pending advances is actively pursued and a constructive communication with operational colleagues is maintained
· Payroll
· All the contracts are established in Esprit. Preparation and elaboration of contracts has been handed over to Programme Assistants and entering of the same in Esprit is done by Accountant.

· Support in the internal & external audits & support the Finance Manager in Quarterly and yearly closing of accounts

· Initiate the payment process through E-Gate

· Support the Finance Manager in all issues concerning financial and administrative matters concerning the Mingora / Madyan office

· Update and reconciliation Navision Vs SAP and maintaining vendor leadger
Title: Accountant & Premises Assistant

International Committee of The Red Cross (ICRC), Lahore office.   
(Apr 2011 to Feb 2012)

Major Responsibilities:
· Deduct and deposit the tax in Treasury accounts.

· Prepare quarterly and annual income tax returns.
· Payroll
· Maintained petty cash on daily basis and processed the invoices for payment.
· Prepared vouchers and posted them into accounting softaware sunsystem.

· Reconciliation of monthly Bank and Cash Books and monthly and yearly closing of accounts.

· Prepare monthly budget as a measure of internal planning & control.

· Issuance and clearing of working advances.

· Calculating and sending monthly request to Head office for fund transfer.

· Critical review of expenses statements.

· Reply to accounting comments, if any, received from Audit department in Manila, Philippines.
· Keep updated record of contracts.

· Ensure timely payment of premises rents and deduction of with-holding taxes.
Title: Junoir Accounts Officer
State Life Housing Society, Lahore.     
(Jul 2005 to Mar 2011)
Major Responsibilities 
· Maintaining petty cash on daily basis and prepare and process the payment documents and vouchers.

· Maintain advnace Ledgers and deducting and depositing the tax in Treasury accounts.

· Prepare quarterly and annual income tax returns.

· Assisted internal auditor and involve into external audit.

· Prepare monthly cash budget and reconciliation of Bank and Cash Books on monthly basis.

EDUCATION      
Degree
                        

 
Year                        
MBA in Finance 

      
 2011



IMS, Lahore

B.Com




2008



Punjab universty, Lahore
      

I.Com




2005



BISE, Lahore                               

Certificate                                            
CFMA




2018
The Society of Accounting Education

Lahore

COMPUTER SKILLS

Microsoft Word, Excel, Access, PowerPoint, Outlook Express, Microsoft Windows,
 TRAININGS/SEMINAR
· Discovering Leadership through Self Analysis from IBA Karachi 
· Understanding Labour Laws and Policies from Pakistan Institute of Management Karachi 
· Office Manager and Administration course from Souters London UK ( 01-08-16 to 05-08-16)
· Regional Seminar for Accountant in Oslo Norway (08-03-16 to 11-03-16)

· Workshop in Agresso accounting system in Oslo Norway (21-09-15 to 25-09-15)

· SAP/ESPRIT Training in Bern Switzerland (29-10-12 to 06-11-12 )
· CV writing and Career development ICRC Lahore
· Tender procedures – guidelines for procurement of services in SDC office Islamabad.
· Self evelation Training in Marriott Islamabad 
· 1st aid training from PRCS in SDC office
INTERNATIONAL ASSIGNMENTS
a) Support mission SDC Kabul office Afghanistan ( 17-11-2013 to 25-11-2013 )
b) Support mission SDC Kabul office Afghanistan ( 26-04-2014 to 03-05-2014 )
· Resource person appointed to streamline COOF Afghanistan accounting systems
· Introduces standard operating procudures for finance and accounting

· Inducted training on relevant accounting manuals and financial regulations

· Training of new Finance and Administration Officer

· Reducing of the Open Advances in SAP (Partner North)

· Establishing of list of projects for which we need financial documents

· Establishing Invoice Verifications

· Establishing of list of projects for which we need financial documents

