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SUMMARY 
Seeking a position in a dynamic organization where I can utilize my skills and 
 knowledge and contribute to the achievement of the organizational goal effectively and 
economically.   

 
Work History 

(PAKISTAN POVERTY ALLEVIATION FUND) 

 June,2005 to till 31May,2023  

Management Executive: 
Administration Unit 

  
 

 Logistics 
 Responsible for reservations of air tickets for PPAF employees. 
 Responsible to arrange boarding and lodging of staff. 
 Liaison with hotels regarding reservations of rooms and halls for events. 
 Liaison with rent a car company to provide transportation facilities to employees for 

conducting field visits. 
 Arrangements of boarding and lodging facilities for BoDs and General Body members  

during annual, BoDs, and general body meetings. 
 Responsible for coordination with other departments to facilitate admin-related work. 

 SAP and Store Managment 
 Working exclusively for implementation of Material Management module of SAP 
 Hands-on experience on SAP – MM module for entire P2P Cycle. 
 Worked with store team for record keeping of item details in SAP – MM 

 

 Event Management 
 Provide support to organize functions, meetings, seminars, and other events. 
 Managing events in office immersion visits of staff, and delegations visits to  

organizations and field 
 Oversee event in the prime minister’s office and Governor House Karachi 

 Invoice/Vendor Management 
 Keeping a record of the activities 
 Verifications of vendors’ bills/invoices for payments. 
 Negotiations with vendors 

 General Office Work 
 Ensure office-filing systems and records are properly maintained and updated in  
 accordance with an existing framework for easy retrieval. 
 Management of petty cash for daily routine. 
 Purchasing of office items. 
 Coordinated summer internship program. 
 Responsible for any task assigned by the management. 
 Carry out administrative activities of establishment 
 Assist policies and procedures related to the release of records in processing requests under 

government access to information and privacy legislation 
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 Finance & Accounts 
 Experienced in financial data management and supporting internal audits Proficient in SAP - 

MM module, managing P2P cycle, and maintaining item records. 
 Successful in negotiating with vendors, verifying Receivable, Payable and managing Petty 

cash, budgets, deposit cash/ cheque. 
 Reconciling the Accounts and payments of vendor. 
 Manage the Fixed Asset tagging. Demonstrated ability to maintain efficient filing systems 

and supervise staff. 
 Worked on review of expenditures and disbursement partner organizations 

 categorized as donor. 
 Managing and saving the finance data of these partner organizations. 
 Provided support in managing documents and maintained the documents library 

 in soft form as PDF after scanning these documents. 
 Handle correspondence (Internal & External), Facilitate internal auditors  

during review & audit. 
 A reliable team player with a strong commitment to excellence in Accounts, audit and 

administrative tasks. 
 

 Co-ordinate and plan for office services such as accommodation, relocation, equipment, 
supplies, forms, disposal of assets, parking, Vehicle maintenance and security services 

 Assist in the preparation of operating budget and maintain inventory and budgetary 
controls 

 Assemble data and prepare periodic and special reports, manuals and correspondence 
 Oversee and co-ordinate office administrative procedures 

 
 

Education 
 
 
 
 
 
 
 
 
 
 

 Master’s in Business Administration 
 Federal Urdu University, Islamabad 
 Finance 2017 (3.5) 

 Bachelor's in Commerce 
 Allama Iqbal Open University 
 Commerce 2014 (2.0) 

 Fundamentals of Arts 
 Allama Iqbal Open University 2011 

 
 

Trainings & 
Certifications 
 

 My English workplace course by British Council 
 Crisis and Disaster Management & Occupational Health safety by DAS Pakistan 
 Improving Personal Effectiveness by PIM 
 Report writing by MDI 
 Time and Stress Management by KML Solution 
 Finance and Accounts for Non-Financial Managers 
 Communication Skills by MDI 
 Stress Management by NUST 
 Professional Driving Course by ITP 
 Etiquette and manners by Astute Associates. 
 Long services Award by PPAF 



 

 

Computer Skills 
 

 
 MS Office 
 E-mail correspondence  
 Microsoft Excel  
 Microsoft word  
 SAP Material Management module (P2P) 

 
































