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CAREER OBJECTIVE:
I am a dynamic, highly motivated individual who thrives in a fast-paced, challenging, technology-oriented atmosphere. I am well suited to a company that offers the opportunity to excel beyond expectations and rewards for outstanding performance with increased responsibilities, career advancement. My multifaceted background, experience, and education enable me to work with.
QUALIFICATION:   

· M.com (Finance)  “2.90” CGPA
University of Sindh Jamshoro in 2009-10
· B.Com Part II
University of Sindh Jamshoro in 2007.
· Intermediate (Pre-Engineering)
Board of Intermediate and Higher Secondary Education, Hyderabad in 2004.
· Matriculation (Science)
Board of Intermediate and Secondary Education, Hyderabad In 2002.
WORK EXPERIENCE:
· In NGO’s National Rural Support Program (NRSP) working as an Account’s & Admin Assistant
From 1st July 2010 to date

Major Job Description Includes as;

· Posting of Vouchers in Financial Information System (FIS) Software 

· Bank Reconciliation

· Preparation of Salary Monthly via MS Access Software

· Maintain Daily Cash in hand 

· Maintain Petty Cash Expenses

· Entry credit cases and credit Recovery receipts in (MIS) Software 

· Any Assignment given by the management

· Prepared Daily Cash Position

· Prepared Daily Bank Position

· Review Financial Information System (FIS).

· Prepared Staff Position.

· Prepared Leavers & Joiners Report 

· Review and Reconciled Management Information System (MIS) with FIS.

· Prepared Salary and Maintain Salary MIS

· Prepared Credit Planning for Funds Managing

· Prepared Funds Request (Operational, Project, etc)

· Prepared Vehicle Performance Report

· Prepared Bank Reconciliation

· Reconciliation of Case Processing Fee

· Checked POL Bills 

· Prepared Rent Agreement 

· Prepared Leave Record 

· Prepared Final Settlement

· Checked Claim

· Checked Petty Cash Register

· Visit to Field unit

· Maintain Utility Bill Record.

· Maintain All Type of Record 

· Prepared Cash in Hand (Credit)

· Prepared Cash in Hand (Case Processing)

· Prepared Cash in Hand (Petty Cash)
· 3 month worked in Polio Awareness Project as an Administrative Officer 

TRAINING & WORKSHOPS:
· Attend the TOT three days workshop at Sukkur of Polio Awareness Campaign Project with RSPN
COMPUTER SKILLS:


Ms Office, Windows Xp, Trouble Shooting & Networking

PERSONAL INFORMATION:
Name



:
Altaf  
Father’s Name 


:
Abdul Rehman

Family Name 


:
Sehro
Religion



:            ISLAM
Date of Birth 


:
29th July 1986
Domicile 


:
Sindh ®

CNIC #


:
41101-7938498-7
Marital Status 


:
Single  
Nationality 


:
Pakistani
Permanent Address 

: 
Post Office Luari Sharif Talka & District Baden 
Knowledge of Languages:

	SINDHI


	URDU
	ENGLISH
	BALOCHI
	SIRAIKI

	Read Easily

Write Easily

Speak Easily
	Read Easily

Write Easily

Speak Easily
	Read Easily

Write Easily

Speak Easily
	Read Not Easily

Write Not Easily

Speak Easily
	Read Not Easily

Write Not Easily

Speak Easily


Additional Information: 

            
Participate in social gatherings.

            
Reading Magazines.

            
Reading Books.

Surfing Internet.
REFERENCE:

Postal  Address  


B-17/18 State Life Colony Near Girls Degree College Qasimabad Hyderabad


Email:altafsehro@yahoo.com


Voice: +92-345-3600402











