
IKHLAQ AHMAD
S/O Rana Muhammad Idrees Khan
Address: Village Dargapur P.O Dargapur Tesil Kamoki, District Gujranwala. 
Phone: (+92)345-6255536
E-mail: ranaikhlaqahmad45@gmail.com
OBJECTIVE:
                                                         I want to be part of a dynamic and progressive organization, which offers challenging working environment where one can utilize energies and competences in a positive direction and contributes towards overall objectives of organization.
PROFESSIONAL SUMMARY:

· Performed a role of Cluster  Incharge in Premier DLC (A Project of Beaconhouse)
· Performed a role of Admin and Finance Officer in Premier DLC (A Project of Beaconhouse)
· Performed a role of Social Mobilizer in( AGAHE  SEHAT SAHULAT PROGRAM ) Gujranwala.
PROFESSIONAL EXPERIENCE:

Company: PremierDLC ( A Project of Beaconhouse )
Location:              District Gujranwala
Designation:	  Admin & Finance Officer (Sep -2016 – Present)
Responsibilities
· Provides Financial Information to Management by Researching and Analyzing Accounting data preparing reports.
· Prepares Assets, Liability, and Capital Account Entries by Compiling and Analyzing Account Information.
· Documents Financial Transactions by Entering Account Information.
· To provide specific Accounts support to the 11 Schools under PEIMA PSSP.
· Check Monthly Staff Attendance of 11 Schools & Salary preparation.  
· To disseminate, check and verify School and Cluster Expenses.
· To maintain SIS (Student Information System) of 2500+ Students, maintain TIS (Teacher Information System) of 100 Teaching Staff and make all the record is up to date.
· Result compilation and analysis.
· To ensure Purchasing and Delivery of required Material in 11 Schools.
· Develop and maintain monthly, Weekly and Daily reports.



Company: AGAHE  SEHAT SAHULAT PROGRAM
Location:              Gujranwala
Designation:	  Social Mobilizer (Dec 2018 – Dec 2019)
Responsibilities

· Maintain Daily Records.
· Maintain Daily Visit Report.
· Community Engagement.
· Collection of Donations.
· Providing detailed information about HEALTH Card to Community.
CRUX OF PERSONALITY:

· Dynamic and Outgoing
· Self-motivated & Target Oriented
· Keen and Quick Learner
· Hardworking and Dedicated
· Adaptability to change according to the need of the time
· Willing to take new tasks
· Ability to work in Multi-culture environment
· Ability to handle Multi-task
ACADEMIC QUALIFICATION:	
	Degree 
	Subjects
	Year
	Board/University

	Bachelor (B.A)
	Arts
	2010
	University of the Punjab (Lahore)

	Intermediate (F.A)
	Arts
	2004
	BISE Gujranwala

	Matriculation
	Science
	2002
	BISE Gujranwala

	
	
	
	

	
	
	
	


                              
PROFESSIONAL QUALIFICATION:

· [bookmark: _GoBack]Microsoft Office (Word, Excel, PowerPoint) 


LANGUAGE FLUENCY:
· English
· Urdu
· Punjabi
REFERENCES:	

· Will be furnished on demand.
