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MS (BANKING & FINANCE) 

Comsats University, Abbottabad
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An Accounting and Procurement professional with  plus years of experience in financial planning, analysis and procurement in education, construction and social sector. Proven capacity to improve and maximize overall business and finance function integration through effective communication processes. An experienced self-starter, team player and problem-solver with keen attention to customer needs and details. An innovator with creative skills and experiences to improve overall business processes. Dedicated and committed to the continuous development of the organization. I am very comfortable with software packages like QuickBooks, Peachtree and Campus management system and I am looking to demonstrate further my leadership skills and accounting expertise. Responsible for working closely with the selected supplier and managing the Organization procurement activities. Also providing leadership for the purchasing department and motivating staff to achieve maximum performance and efficiency. Making sure that the purchasing department works within all of the Organization’s Operational Procedure. I have studied from Comsats University with educational background of finance and accounts throughout my career.
PROFESSIONAL EXPERIENCE

[image: image2]
PROCUREMENT OFFICER
March 2017 – Till Date




Ayub Medical College,Abbottabad

· Devise and use fruitful sourcing strategies
·  Discover profitable suppliers and initiate business and organization partnerships

· Negotiate with external vendors to secure advantageous terms

· Approve the ordering of necessary goods and services

· Finalize purchase details of orders and deliveries

· Examine and test existing contracts

· Track and report key functional metrics to reduce expenses and improve effectiveness

· Collaborate with key persons to ensure clarity of the specifications and expectations of the company
· Foresee alterations in the comparative negotiating ability of suppliers and clients

· Expect unfavorable events through analysis of data and prepare control strategies

· Perform risk management for supply contracts and agreements

· Control spend and build a culture of long-term saving on procurement costs

ADMIN & FINANCE OFFICER
USAID Funded Project (Strengthening District bar association and setting up facilitation center)
UNICEF funded project ( polio workers trainings)

September 2015 – February 2017




SKYIANS Welfare Organization 

· Oversee the overall financial and administrative management of the Organization

· Maintain complete set of books of account according to the principle of accounting and update it on daily basis

· Ensure accuracy of supporting documents

· Overall day to day office management

· Assist with project financial related work as required

· Organize meetings for the staff team

· Assist with project related administrative work as required

· Manage all correspondence related to administration and finance
· All the matters regarding procurement in the organization.
· Continuously monitoring, evaluating and improving supplier performance.

· Sourcing the most affordable materials for the Organization.
· Projecting stock levels.

· Reviewing tenders and bids.

· Monitoring delivery times to ensure they are on time.

· Ensuring the adequate supply of all required materials, components and equipment.

· Delivering cost savings for the Organization.
FINANCE & ACCOUNTS OFFICER
 April 2013 – Aug 2015




RAK & Sons Constructions Abbott bad
· Implement procurement strategy and policies.

· Forecast procurement needs.

· Develop and review purchase requests and ensure authorization as necessary to facilitate the timely purchase of new products.

· Plan, direct, or coordinate the activities of buyers, purchasing officers, and related workers involved in purchasing materials, products and services.

· Negotiate pricing and purchase goods and ensure delivery in a timely manner.

· Negotiate pricing and terms and conditions for services ensure delivery in a timely manner.

· Negotiating the lowest prices.

· Administering an Internal purchasing system and create a successful procurement process.

· Structuring product contracts.

· Studying sales records and inventory levels

· Coordinate with suppliers and placing orders
· Maintaining Daily cash report of different projects

· Maintaining basic accounts, book keeping

· Reconciliation of Bank statements

· Hands on experience in ensuring accurate general ledger posting and responding to vendor queries.
· Keep records relating to the company payable, bank & insurance guarantees & related documents.

· Process invoices from contractors and vendors after ensuring the terms are as per contract.

· Process salaries, wages for contracted staff after ensuring time sheets are approved and amounts are as per contracts.
ADMIN & ACCOUNTS OFFICER

Feb 2012 –March 2013 




Punjab Group of Colleges Abbottabad

· Ledger entries, journal entries
· Maintaining basic accounts, book keeping

· Reconciliation of Bank statements

· Preparing and maintaining the cash book
· Acted as a liaison between management and students 

· Preparation and reconciliation of bank challans of students
· Prepare monthly account reconciliation analysis
· Maintenance of campus management system

· Drafting letters to boards and universities
· Assisting with recruitment, public or alumni relations and marketing activities;

· Administering the 'student lifecycle' from registration or admission to graduation or leaving
· Providing administrative support to an academic team of lecturers, tutors or teachers
· Drafting and interpreting regulations and dealing with queries and complaints procedures
· Maintaining high levels of quality assurance, including course evaluation and course approval procedures
· Purchasing goods and equipment, as required, and processing invoices;
TRAININGS AND WORKSHOPS
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· Attended two day workshop on KPPRA & PPRA rules organized by Institute of Tender Management at Peshawar on 15 and 16 March 2019.

· Attended 3 days teachers training program from 21st may 2012 to 23rd May 2012.
· Attended one day workshop on 10 March 2016 on “Fraud Awareness and prevention” at Serena hotel conducted by USAID.

· 5 days Capacity building workshop from 12 July 2016 to 17 July 2016 at SKYIANS office.

· Attended different capacity building trainings of lawyers and stakeholders.
· Attended seven capacity building trainings of lawyers and stakeholders

RESEARCH PUBLICATIONS
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1. Performance Analysis of Public Sector Banks: A Comparative Study of Major SAARC Countries 

(Journal of Economic Info), 3(1), 49-60, 2014

EDUCATION
	Degree
	     Major/ Specialization
	Passing                  Year
	      College/

    University
	       GPA/
      Marks 

	MS
	  Banking
& Finance
	2013
	       Comsats
          ATD
	3.53/4.00 CGPA



	MBA
	Finance
	2009
	       Comsats

          ATD
	3.33/4.00 CGPA



	B.com
	Accounting
	2007
	          Hazara 

       University
	    826/1400


PERSONEL INFORMATON
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Father Name:                            Muhammad Safdar Khan

Date of Birth:                            01-01-1985

Domicile:                                  Abbottabad

CNIC No:                                 13101-4260331-7

Marital Status:                           Single

Nationality:                               Pakistani  

REFERENCES
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1. Bilal Saeed
(HR Manager at RAK & Sons Constructions)

Cell No: +923135828227
2. Shah Gul 


(Principal at PGC Abbottabad)



Cell No: +923219964474
3. M.Saquaf Yasir



(CEO of SKYIANS Welfare Organization)

     Cell No: +923335037625

