
MUHAMMAD ATIF
 Huse No. 2, Zulfiqar Street, Gulbahar No.4, Peshawar   (+92) 3339511885 (+92) 3219017428 muhammadatf42@gmail.com
Objective
Highly motivated and organized Finance Professional  looking for a challenging environment where I can develop my professional carrier and contribute my experience with financial analysis and developing efficient systems.
Qualification
· BBA (Hons)- Specilized in Finance  Unversity of Agriculture Peshawar 2016
· HSSC- Pre- Engineering BISE Peshar-2012
· HSC- BISE Peshawar-2010
personal information
	Date of Birth
	1st May,1993

	Nationality
	Pakistan

	Sex
	Male

	Marital status
	Single

	Guardian
	Jahan Zeb

	Languages Known
	English, Urdu, Pashto, Panjabi ,Hindko 

	Personal Skills
	Extremely Energetic, Friendly, Flexible, Quick Learner,

	Hobbies
	Music, Reading Social Sector related Book, Adventure, Tracking 

	Strength
	Time Management, Patience, Hard Working, Self Confident,  Highly Ambitious, Fast Learner,

	Weakness
	Perfectionist

	Availability
	Willing to go anywhere for the job, if required.

	Core Competencies
	Innovation, Leadership, People Management, Communication & Delivery

	Technical/Functional
	Advocacy, Building Strategic Partnerships, Client Orientation, Job knowledge, 
Data Analysis and Visualization, Monitoring and Evaluation, and Gender Awareness:

	Reason for change
	Better Exposure in the field of Professionalism, Better prospect & Decent Environment


Professional Experience

Secours Islamique France (SIF)-Pakistan Mission

Project Office Main Chitral Road Upper Dir.

Data Entry Operator  — Jan 2023- to – Still Continue 

Secours Islamique France (SIF)-Pakistan Mission
Project Office Main Chitral Road Upper Dir.
Data Analyst — Oct  2022- to – Jan 2023

· Compulsorily respect GDPR (General Data Protection Regulation).
· Elaborate statistics tables to sort and cross the data                               

· Propose improvements in data collection
· Share data only with the authorized staff within the organization.

· Assist MEAL unit in data collection, data cleaning and data consolidation related to surveys, assessments and project activities as well as direct and indirect beneficiaries. 

· Ability to ensure quality data processing and identifying and addressing issues with gathered data.

· Liaise with the MEAL and program teams in the field and provide technical and procedural assistance where required.

· Possess ability to manage and supervise data entry and analysis process and to maintain beneficiaries’ dashboard in the field to meet mandatory project deadlines.

· Respond to information requested from Provincial & Country Office MEAL unit by field teams and SIF headquarters as well as donor.

· Possess strong skills to work on database tools especially on MS ACCESS, MS Excel and SPSS and others. Knowledge and expertise in Pivot tables cross tabulation and slicers and bi-variate modeling are a must. 

Secours Islamique France (SIF)-Pakistan Mission

Project Office Main Chitral Road Upper Dir.

Data Entry Operator  — Jan 2022- to – Sep 2022
KEY ACCOUNTABILITIES 
Objective 1: Data collected on various assessment and studies                      
· Establish databases and analytical templates for data entry, summary, and presentation        

· Check the quality of the data to be entered and inform the immediate supervisor of any problems     

· Calculate the time needed for data entry and keep your immediate supervisor informed of its progress;

· Input the data from the various tools in the agreed upon format                                    

· Summarize the entered data in the form of à report.                              

· Check and clean the entered data;

· Printing of Beneficiaries receiving sheets and Tokens

· Managing and Archiving of Project Files                         

Objective 2: Analyze the data as per the requirement of the survey                            

· Elaborate statistics tables to sort and cross the data                               

· Propose improvements in data collection.                                  

Objective 3: Manage the data for future use/reference                          

· File the data collection tools and computer data;                        

· Save the data entries regularly as well as the statistical results.                         

· Backup all databases and project documents.                            

· Manage both soft and hard data including tracking sheet, beneficiaries list, distribution list, receiving notes and all other necessary data

 Objective 4: Display competencies to ensure the proper record/data                         
· Handle all data cleaning and entry

· Analyze and report survey/data collection exercise results

· Conduct all duties in a professional manner                                                                    

· Be flexible and adaptable with regards to the implementation of the daily work.
Omer Cellophone 
Peshawar, Pakistan 
Account Officer— Jan 2021- to – Nov 2021 
KEY ACCOUNTABILITIES 

· Assist Director with general accounting procedures
· Planning and budget to obtain relevant market information to ensure procurement of quality goods 
·  Maintain detailed, accurate, up-to-date budget information for each activity and general operations to inform decision making by Director and Team Leads
·  Assist Director in establishing yearly budget and making relevant and necessary changes throughout the year 
·  Conduct market surveys, gather invoices, select the best offer and make a request to the Director for approval.
·  Prepare vouchers and cheques for the release of funds and procure logistics as approved.
· File payment vouchers and receipts and keep soft copies of all payments and receipts using Excel 
·  Communicate purchases information to the company and reconcile figures regularly
·   Receive financial statements quarterly for all organization’s accounts from the bank(s) and reconcile all deposits and withdrawals.

·  Work closely with the director by assembling and providing all necessary financial documents and information for auditing.
Crown Lighting Pvt Ltd
Head Office Peshawar, Pakistan 
Assistant Purchase Manager — 2019-2020
KEY ACCOUNTABILITIES 
· Assisted the purchasing manager by providing leadership and direction within the team and with suppliers and vendors.
· Ensured a continuous supply of products, procuring and maintaining adequate inventory levels.
· Filing and documentation of Income and Sale Tax returns.
· Minimized loss and shrinkage by ensuring accurate invoicing and receipt of invoiced purchases.
· Maintained quality assurance through labeling, storage, and rotation of light and glass
IMPERIAL MATCH PVT LTD.
Head Office Peshwar, Pakistan
Assistant Sale Manager- 2018-2019
KEY ACCOUNTABILITIES
· Continually meeting or exceeding sales quotas.

· Supervising and guiding the sales team as well as providing incentives to motivate staff to achieve sales targets.

· Monitoring the performance of the sales team.

· Ensuring that the store is clean and well-maintained at all times.

· Building and maintaining good working relationships with customers.

· Identifying opportunities and strategies to increase sales.

· Regularly attending sales meetings and training sessions.

· Performing all duties of the Sales Manager in cases of absence or emergency.
Khyber Lamps Pvt Ltd

Head Office Peshawar, Pakistan
Account Officer — 2016-2018
Responsibilities: 
· Creating and processing invoices

· Cross-checking invoices with payments and expenses to ensure accuracy

· Managing a company’s accounts payable and receivable

· Sending bills and invoices to clients

· Tracking organization expenses

· Processing refunds 

· Working with collection agencies on overdue payments

· Communicating with clients regarding billing and payments.
IT Skills 
· Proficiency in the use of information technology (advance excel, word processing, Power Point presentations, MS Access and data management).
Self Evaluation 
I believe that life has a variety of experiences to offer, and one should learn from  its every aspect. I know that the dynamism of a positive work environment will help me evolve into a more efficient worker, with necessary leadership and analytic abilities. I have already proved myself capable of hard work, sincerity and responsibility, and am looking for something equally or more challenging professionally

professional skills
· knowledge of economics and accounting.

· business management skills.

· maths knowledge.

· analytical thinking skills.

· financial management skills.

· leadership skills.

· the ability to use your initiative.

· to be thorough and pay attention to detail.

· excellent computer skills, be accurate and organized

· have strong communication skills

· creativity and possess the ability to work under pressure
___________________________________________________________________________________________________
*References will be provided upon request

