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IKRAM ULLAH
        E-mail: ikramullahprcs123@gmail.com

QUALIFICATION
· MBA-Finance    
                         
  ABDUL WALI KHAN UNIVERSITY MARDAN (AWKUM)
· Bachelor of Science                            University of Malakand
· HSSC-Pre-Medical                             BISE Malakand
· SSC-Science                                        BISE Malakand
· PMP Certificate                                  PMI Islamabad
· Computer Certificate                         INTERSOS
· B. ED                                                   AIOU
· Diploma in Health Technician          RAZI Institute Peshawar
Professional Summary: 


I have done my MBA in Finance from “Abdul Wali Khan University Mardan”. Having more than 7 years’ experience with different national & International organizations. Currently I am working with Associate in development (AiD) as an Admin & Finance Officer.  Experience of Accounts, Finance, Administration, Logistic and Procurement in Health as well as in developmental Projects. Extensive knowledge and experience of technical back spotting, conflict resolution, leadership, data and situation analysis and handling of challenging assignments. 
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 WORK EXPERIENCE

     Position: Admin & Finance Officer.
     Duration: Currently Working
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     Organization: Associates in Development (AiD) USAID Funded.
     Project: Economic Recovery Development Activity (ERDA)

        Responsibilities:
· Define and analyze the project budget to ensure that funds are used according to the funding contracts and SOPs of the Organization.

· Liaison with Security officer for staff Travelling.

· Record keeping of Admin & Financial matters.

· Responsible for Travel Process, Flight Booking, Visas Processing Accommodation for Staff, etc.
· Implement and supervise the financial transaction procedures to ensure transparent and traceable accounting practices.

· Preparing monthly and annual bank reconciliation (Bank Management).

· Responsible for quality and timely accounting for the whole budgeted year e.g., cash procedures, bank accounts, receipts and supporting documents,

· Responsible for preparing and verifying the financial reports to donors.

· Coordination and overseeing the payment of tax liabilities to comply with legal obligations.

· Coordination and supervising the conduct of local audit related to accounting, Tax. Labor and asset management.

· Responsible for the management of cash boxes, transfers, procurement process, payments approval, and follow up of payments.

· Preparing Salary Sheet and Payroll for the staff at district level. And Issuing salaries through online banking to the employees account at the end of the month.

· Preparation of bank reconciliation statement, reconciling all the books of accounts, preparing bank reconciliation statement, trial balance and statement of expenditures on monthly basis.

· Match invoices/receipts with payment vouchers, GRN and other required documents
· Look after administrative affairs of the office.

· Responsible for Overall TRF Travel Request Form Submission and Approval from Security Officer.
· Responsible for overall arrangements of meetings, accommodation for officials, booking etc.

· Office filing, confidentiality of office record, Letter in, out Record keeping.
· Prepare/Assist in preparation of RFQs/RFPs, Negotiation memos, justification memos, receipt of quotations/proposals, bids or proposals, their evaluation, negotiation of certain conditions of subcontracts/POs in full compliance with USAID rules and regulations.

· Prepare and maintain record of different contracting instruments.

· Maintain an effective filing system (hard and soft) as the project requirements.

· Maintain and update different trackers.

· Ensure timely payment to vendors/Service Providers

· Ensure timely supply/services from vendors/ Service Providers

· Prepare Purchase orders/subcontracts.

· Generate different Procurement/subcontract management reports on a needed basis.

· Under the guidance and supervision of immediate supervisor, ensure execution of transparent and efficient subcontract/procurement services and processes.

· Responsible for agreements with different vendors.
· Responsible for the submission of monthly time sheet and attendance sheet of the employees.

· Responsible for all leaves record and sharing with HR manager.
·  Preparation of travelling Expenses and perdiem submission to finance.

· Responsible for the procurement according to the SOPs of USAID.

· Responsible for Vehicles Management, (Logbooks, Repair and Maintenance, POL, Generator repair and maintenance.

· Maintaining attendance sheets, logbooks of the vehicles and generator along with fuel consumption reports and keeping it up to date
· Responsible for maintaining office facilities and payment of utility bills i.e., telephone bill, Electricity bill Gas bill etc. 

· Responsible for ensuring timely procurement for the project if any.

· To Check Vehicle logbooks on regular basis to ensure that Vehicles are used for official purposes only and monthly fuel consumed is justified.

· To Ensure timely submission of periodic reporting of logbooks,
· To deliver Goods safely from regional office to the point of Consumption. By taking care of Security, Route, etc.

· To keep proper Record of Stock in and Stock out through proper Bin Card.to manage office supplies pertaining to tea, Refreshment in an efficient manner.

· Follow up with vendor to assure prompt delivery considering PO/Work Order & to communicate with field staff concerning delivery progress.

· To Perform and digitize Secretarial tasks as necessary (Comparative Statement, Purchase Order, and Request for Quotation. (CS, PO, RFQ).
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WORK EXPERIENCE
Position: Admin/Finance Officer (District Bajaur)
Duration: Jul,2019 to Dec-2022
Organization: PAKISTAN RED CRESCENT SOCIETY- FATA
   Responsibilities:

· Responsible for the utilization of budget according to the donor SOPs and heads after taking proper approval.

· Currently handling 04 Projects of different donors (ICRC, IFRC, Norwegian Red Cross) according to their respective policies.
· Define and analyze the project budget to ensure that funds are used according to the funding contracts.

· Implement and supervise the financial transaction procedures to ensure transparent and traceable accounting practices.

· Preparing monthly and annual bank reconciliation (Bank Management).
· Responsible for quality and timely accounting for the whole budgeted year e.g., cash procedures, bank accounts, receipts and supporting documents,

· Responsible for preparing and verifying the financial reports to donors.

· Coordination and overseeing the payment of tax liabilities to comply with legal obligations.

· Coordination and supervising the conduct of local audit related to accounting, Tax. Labor and asset management.

· Responsible for the management of cash boxes, transfers, procurement process, payments approval, and follow up of payments.
· Preparing Salary Sheet and Payroll for the staff at district level. And Issuing salaries through online banking to the employees account at the end of the month.
· Preparation of bank reconciliation statement, reconciling all the books of accounts, preparing bank reconciliation statement, trial balance and statement of expenditures on monthly basis.
· Match invoices/receipts with payment vouchers, GRN and other required documents
· Prepare cash, advances reconciliations and submit for review/approval at the end of the month.
· Maintaining daily, weekly, & Monthly report of cash transactions.
· Receiving payment by cash/ cheque, issuing payments for all the bills, and stamping them as PAID at the time of payment.
· Computing and recording totals of transactions & keeping periodic balance sheets of amounts and numbers of transactions.
· Maintaining attendance sheets, logbooks of the vehicles and generator along with fuel consumption reports and keeping it up to date. 
Position: Finance/Logistics Assistant (Lakki Marwat)

Duration: Apr 2013 to Oct 2014
Organization: CENTRE OF EXCELLENCE FOR RURUAL DEVELOPMENT (CERD)

             Responsibilities:
· Preparing Monthly, Quarterly &Yearly Financial Reports according to the Organization rules & Policies.

· Maintaining Cash Book, Ledger Book, Trial Balance & daily cash count sheet for routine office expenditures on daily bases at district level.
· Ensure accurate and efficient Safe (Cash) management according to the Organization policy.

· Centralizing the supply requests from all the teams
· Conducting market surveys and analysis for prices and quality benchmarking and submit report to    Head of the Deptt.

· Preparing and launching request for quotation (RFQ) for procuring quality Goods/Services.
· Publishing tenders and RFQs in the national dailies for the various goods and services to be procured.
· Ensuring an accurate and up to date data processing of the supply, proper filing system, file management and a timely and accurate data entry about procurement

· Processing and following up with the prices of the different items purchased by CERD & following up with the payments with Finance Officer

· Ensuring that goods are purchased in line with PF guidelines i.e., collecting quotes, paying at local best prices and ensuring the quality of goods.
· Reporting on any changes in the local market (availability of goods, shortage, price increases etc.)

· Developing logistics along with support plans, budget requirements and deployment timelines for new operations
· Developing logistical plans for current operations and logistics contingency plans

· Developing and executing tools and methodologies to enable effective implementation of logistic plans.
· Designing and developing standard operating methods to manage logistics operations efficiently.
· Managing travels and reservations for the Officials during their visits to various parts of the country
· Ensuring accountable, timely and cost-effective release of peacekeeping cargos along with personnel

Position: Admin/Finance Officer (Lakki Marwat)

Duration: Dec 2017 to May 2019
Organization: PRIME FOUNDATION PESHAWAR MEDICAL COLLEGE.
             Responsibilities:
· Responsible for the overall function of Admin/HR/ and Procurement matters.

· Records all incoming and outgoing letters and documents.

· Ensure attendance register maintains it on daily basis, keep the leave record of staff and share it with HR manager on monthly basis.

· Responsible to supervise the work, related to purchase of furniture, office equipment, computers, vehicles, and Generator maintenance and other miscellaneous.

· Responsible for negotiating service agreements with vendors.

· Look after administrative affairs of the office.

· Responsible for maintaining office facilities and payment of utility bills i.e., telephone bill, Electricity bill Gas bill etc. 

· Responsible for ensuring timely procurement for the project if any.

· To Check Vehicle logbooks on regular basis to ensure that Vehicles are used for official purposes only and monthly fuel consumed is justified.

· To Ensure timely submission of periodic reporting of logbooks,
· To deliver Goods safely from regional office to the point of Consumption. By taking care of Security, Route, etc.

· To keep proper Record of Stock in and Stock out through proper Bin Card.To manage office supplies pertaining to tea, Refreshment in an efficient manner.

· Follow up with vendor to assure prompt delivery considering PO/Work Order & to communicate with field staff concerning delivery progress.

· To Perform and digitize Secretarial tasks as necessary (Comparative Statement, Purchase Order, and Request for Quotation. (CS, PO, RFQ).

· To Review requisition for Completeness and accuracy & To Review active orders to determine delivery status.

· Arrangement of Vehicles for all Staff for pick and drop purposes.

· To maintain and follow up of Vehicles maintenance records and process Vehicle maintenance forms and summarize all the maintenance and repairs.
     Reference:                                                                      
Reference: 

     Rizwan Ahmad                                                                       Mr. Tariq Zaman
District Coordinator                                                               District Secretary
(AiD USAID)                                                                           Pakistan Red Crescent Society                              

Cell# 03339988586




           Cell# 03068052277
Email: Rizwan@erda.com.pk                                                Email: Tariqzaman12@gmail.com[image: image7.png]FROM THE AMERICAN PEOPLE
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 Tehsil Khar Village Shahnari PO Raghagan 


 Tribal District Bajaur Pakistan.


Cell# +92 3078785886, 0302-9171810
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