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CAREER SUMMARY
RESULT ORIENTED| INTEGRITY |TEAM PLAYER

Double Master Degrees in Finance &Accounting and Economicseighteen years qualification from University of the Punjab, Pakistanwith more than 10 years of  professional valuable experience in well reputed organizations and University Colleges enable me:-

· To work effectively with diverse groups, creating an environment of mutual respect, identify and address the information needs by achieving excellent team relationship
· To be a motivated and dedicated individual who thrives on challenging goals, possessing strong organizational, teambuilding,leadership, analytical and communication skills sets
· To be flexible, open-minded and comfortable with multi tasks and ability to proactively assist in planning to avoid problems
	


AREAS OF EXPERTISE
FINANCIAL EXPERTISE, ACCOUNTANCY & CONTROL, INTERNAL AUDIT, BUDGETING AND ECONOMICS, TEACHING & TRAINING, COMMUNICATION SKILLS, WORKING UNDER PRESSURE, FLEXIBLE AND ADAPTABLE, PROBLEM SOLVING, ADMINISTRATION &  ORGANIZATION SKILLS, MOTIVATIONAL SKILLS 
	

EDUCATIONAL DEVELOPMENT

Currently, I am pursuing Professional Certification of USA, CMA-USA
(Certified Management Accountant from Institute of Management Accountants -USA) 

EDUCATIONAL ACHIEVEMENTS

1999-2001	Master of Commerce       (Finance & Accounting)
University of the Punjab, Pakistan					www.pu.edu.pk

Major Subjects:Industrial Accounting, Financial Accounting, Business Finance, , International Finance, 
		Financial Statement Analysis,  Investment and security Analysis, Business Administration, Public 		Finance, Financial Policies and Problems, InternationalTrade and Exchange,Statistical Analysis of 		Business, Computer Applications in Business, Industrial Management

2001-2003	Master of Economics		
University of the Punjab Lahore Pakistan					www.pu.edu.pk

Major Subjects:Statistical Economics, Islamic Economics, Monetary Economics, Micro Economics,
Economic Development,Macro Economics,
1997-1999	Bachelor of Commerce
From Hailey College of Commerce, Pakistan				www.hcc.edu.pk
                                 University of the Punjab, Lahore Pakistan
Major Subjects:  Advanced Accounting, Cost Accounting, Financial Accounting, Auditing, Mercantile Law, 
		Business Taxation, Money Banking & Finance, Introduction to Business Organizations, Economics
1999	Diploma in Spreadsheet Management			
University of the Punjab, Pakistan					www.pu.edu.pk







PROFESSIONAL PROFILE

AL-ALAMYA GROUP (AUGUST 2018 TO PRESENT)
I AM WORKING AS AN ACCOUNTANT OPERATIONAL IN O&M TELECOM PROJECT SINCE AUGUST, 2018 IN YANBU ROYAL COMMISSION KSA
YANBU UNIVERSITY COLLEGE, YANBU KSA				MARCH 2013 TO JUNE 2013 
(Contractual Based Job)
(Office Secretary to Deputy Managing Director Planning & Development)
I performed the following duties.  
Continuing Education Program:-
· Performed duties as an Accountant in Continuing Education Program 
· Check and verify all fees received from students through Bank Statement
· Check and process pay-in-slips for approval for the payments to concerned faculty member.
· Prepare and process all financial documents regarding payments & receipts for continuing education program.
· Prepare Bank Reconciliation statements on fortnightly and monthly basis.
Quality Assurance Department:-
· Documenting the data related to QA 
· Remained as an active member in QAEC committee.
· Follow up and compiled the Weekly activities/reports received from Heads of all sub-departments under Planning and Development Department and sent to MD Office.
· Follow up for compliance by the contractor for YUC facilities management.
· Documenting checklists for YUC facilities management on daily, weekly, monthly, quarterly, semi-annually, annually and when and as required basis.


TEHSEEB ESTABLISHMENT, YANBU, KSA 				SEPTEMBER 2012 TO MARCH 2013
FINANCE OFFICER  (CONTRACTED EMPLOYEE)
Administer and monitor the financial system in order to ensure that the finances are maintained in accurate and timely manner.
Main Activities:
· Assist with preparation of the budget, Implement financial policies and procedures, reconcile the general ledgers, Prepare and reconcile the general Bank Statements, Establish and maintain Supplier Accounts, Ensure data is entered into the system, and Ensure transactions are properly recorded and entered into the computerized Accounting system
· Prepare Income Statements, Prepare Balance Sheets, Assist with annual Audits, Maintain financial files and records 
· Administer employee files and records in order to ensure accurate payments of benefit and allowances.
· Administer employment agreements 
· Maintain the leave management system, Supervise completion of the payroll, Review payroll reports, Review remittances
· Manage the repair and maintenance of office equipment
· Maintain insurance coverage

[bookmark: OLE_LINK10][bookmark: OLE_LINK11][bookmark: OLE_LINK1][bookmark: OLE_LINK2]YANBU INDUSTRIAL COLLEGE, SAUDI ARABIA	www.yic.edu.sa		(2010–2011)
ADMINISTRATIVE WORK (CONTRACTUAL POSITION)		
· Worked on ABET (Accreditation of Bachelors of Engineering & Technology) for Electrical & Electronic Engineering Technology Department (EEET) at YIC 
· Organized the Departmental level works regarding course specifications and reports, official documentations
· Assisting the EEET department council meetings for The HOD while preparing the meeting agendas, meeting minutes.
· Also worked as a supporting colleague in various Library and Research tasks in Instructional Support Services Department (ISS) Library-YIC
· Worked as Department Council Secretary and responsible for recording of all DC’s minutes of meeting.
· Worked with HoD QAAD for College Council meeting’s minutes etc.
	
MINHAJ UNIVERSITY, PAKISTAN 				www.mul.edu.pk		(2008-2009)
LECTURER (VISITING FACULTY)
Courses Taught to Graduate & Undergraduate Programs
(MBA, BBA, and B.Com Programs)
· Financial Accounting 
· Principles of Accounting
· Macro & Micro Economics

PUNJAB RURAL SUPPORT PROGRAM, PAKISTAN		www.prsp.org.pk		(2008-2009)
FINANCE OFFICER
Supervised the team of 8 professionals and was responsible for overall finance and administration, development and acquisition of collection of financial statements & reports; Reconciliation of Bank Accounts, and inter-company accounts, Processing monthly payroll, incentive and deductions for employees, Statutory declarations and submission of returns, Month-end and year-end closing of accounts, Follow up on all payment transactions, Process payment vouchers, Prepare Trial Balance, Ensure also that daily cash receipts are promptly deposited in due course, Monitor the cash withdrawn & deposits, Review contract costs and bills, Reviews and maintains all financial functions, including the forecasting and modeling, budgeting, managing cash-flows, monitoring and reporting components, Purchase the capital machineries and facilities requirements, Direct and reconcile financial and accounting information and records to ensure the accuracy and completeness of financial operations throughout the project, Monitor the capital and operating actual expenses against budget to ensure that it is in line with company’s strategies, Monitor and controls cash, payable vouchers and insurance companies, Assist in internal audit & external audit. 
PUNJAB RURAL SUPPORT PROGRAM, PAKISTAN		www.prsp.org.pk		(2006-2008)
INTERNAL AUDIT OFFICER									
Responsible to perform the following duties/assignments:
Cash Account
· Counting of Cash in Chest.
· Linkage of receipts and issue transactions in cash books along with receipt books, advices for transfer of funds, paid vouchers, cheque books of detailed month and general scrutiny of the reaming months.
· Checking of Bank Reconciliation Statements along with bank statements, cheque books and paying-in-slips of detailed month and general scrutiny of remaining months.
Purchase Accounts: To see that financial powers have not been abused, Monthly/Annual/Item-wise limits, where fixed, have not been exceeded.
Work Accounts:Scrutiny of analysis of works.
Store Accounts:	Receipt Transactions: Test analysis of detailed month’s transactions of detailed month and general scrutiny of remaining months.Issue Transactions:Test check of issue transactions of detailed month and general scrutiny of remaining months.
Accounts:To carry out review of Cash Books/Ledgers and Trial Balance.
Settlement of Old Objections:Verification of re-audit remarks of notes settled pending verification in respect of Summaries only.
Current Internal Audit Report:To discuss internal audit report with the head of office.

LECTURER – ACCOUNTING & ECONOMICS	(FULL TIME)				                (2001--2006)
LAHORE COLLEGE OF COMMERCE (AFFILIATED TO UNIVERSITY OF THE PUNJAB)www.pu.edu.pk

Implement instructional activities that contribute to a climate where students are actively engaged in meaningful learning experiences, Communicate effectively, both orally and in writing, with students, and other professionals on a regular basis, Collaborate with peers to enhance the instructional environment, Demonstrate e-content on-line, Participate in training and presentations about online teaching, Meet professional obligations through efficient work habits such as: meeting deadlines, honoring schedules, coordinating, Maintain a teaching assignment for each module, Instruct the assigned course(s) in accordance with the approved curriculum, Ensure that the quality and quantity of instruction provided in the classroom is consistent with the stated objectives. Maintain a daily record of student attendance and grades, assessment criteria in accordance with institution policy.

COURSES TAUGHT 



· 
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· FINANCIAL ACCOUNTING
· COST ACCOUNTING
· ADVANCED ACCOUNTING
· INDUSTRIAL ACCOUNTING
· INTRODUCTION TO ECONOMICS
· ECONOMICS (MICRO &MACRO)
· MONEY, BANKING & FINANCE
· BUSINESS MANAGEMENT
· FINANCIAL REPORTING (ACCOUNTING SPECIALIZATION)
COMPUTER &FINANCIALSSKILLS


Proficient in MS Office(Word, Excel, PowerPoint)
 Good knowledge of Oracle based ERP System
Electronic approach in teaching
Tally ERP System
 Skillful in the use of Internet & its browsing 
Knowledgeable in statistical techniques
User of Oracle Financial Information System
Financial communication & Report Writing
Financial Statement Analysis 
Internal Audit Reports 




PERSONAL INFORMATION:
NAME:			MUHAMMAD ASIF MANZOOR
FATHER’S NAME: 	MANZOOR AHMED
DATE OF BIRTH: 	NOVEMBER 19, 1978
NATIONALITY:	PAKISTANI
PASSPORT NO:	AS0718452
DRIVING LICENSE:	SAUDI ARABIA VALID UPTO 2020

REFERENCES

DR. MOHAMMED AL ASIRI
EX- DEPUTY DIRECTOR PLANNING & DEVELOPMENT
ROYAL COMMISSION FOR JUBAIL & YANBU
EMAIL: MOHDASIRI@YIC.EDU.SA
MOHDASIRI@GMAIL.COM
MOBILE: +966-566224050

PROF. DR. LIYQUAT ALI
REGISTRAR – UNIVERSITY OF THE PUNJAB LAHORE PAKISTAN
EX- DEAN & PRINCIPAL OF MANAGEMENT SCIENCES
UNIVERSITY OF THE PUNJAB, PAKISTAN
EMAIL:  REGISTRAR@PU.EDU.PK
Website: www.hcc.edu.pk, www.pu.edu.pk
Phone: 0092 42-99231102, Fax: 0092 42-99231103
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