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Personal Information
Name			:	Zaheer Ahmed                                              
Father’s Name		:	Rashid Ahmed                                                                            
Date of Birth		:	August 25, 1964                                                   
CNIC No.		:	37406-9629522-7                                         
Domicile		:	Rawalpindi (Punjab, Pakistan)                                     
Address		:	House No. A-230, Phase-II, Gulistan Colony, 
Wah Cantt 
Tele			: 	051 4535230				
Cell			: 	0333 5446998
           
Academic Qualification:	
	Sr. No.
	Certificate/ Degree
	Name of Institute
	Major Subjects

	1
	MS Management Sciences
	Allama Iqbal Open University.  Islamabad, Pakistan.
	Human Resource (HR)

	2
	Master
	Allama Iqbal Open University.  Islamabad, Pakistan.
	MBA (Finance)

	3
	Master
	Punjab University, Pakistan.
	Economics

	4
	Bachelor Of Commerce
	F.G Commerce College, Islamabad, Pakistan.
	Commerce


	5
	Intermediate
	F.G Degree College for Men Wah Cantt, Pakistan.
	Humanities

	6
	Matriculation
	F.G Boys High School, Wah Cantt, Pakistan
	Science



Professional Experience:
I have more than thirty-Six years of rich diversified experience for dealing the documentation of administrative & financial matters of various projects under public service development funds (PSDP) and PTVC budget. The detail of professional experience is narrated as follow:
Project Payment Related Activities:
· Scrutiny of agreements with contractors, suppliers and consultant.
· Submitting monthly/quarterly progress reports to government relating to ongoing projects.
· Processing/checking the case to get administrative and financial approvals for procurements according to the prevailing purchase procedures (PPRA Rules).
· Monitoring and evaluating the ongoing projects with respect to allocated budget, expenses and completion time of projects.
· Keeping track of advances and expenditures of projects.
· Preparation of budget estimation for future activities.
· Generating/providing timely reports of projects activities to all the stakeholders.
· Coordinate with officials of Ministry Information and Broadcasting and Planning Commission of Pakistan for visit to various sites of ongoing projects to monitor the progress of work.
· Arrange and coordinate in house meetings with the officials of ministry and planning commission on the feedback of monitoring reports and plan for future actions/strategies to complete the work in time.
· Maintained financial control during dealing the financial transaction by observing PTV policy, budget tax laws and audit. 
· Scrutiny of cost schedules and transfer the cost of completed projects to respective operation and maintenance department.
· To look after physical stock taking of assets/ inventories status shown inventory sheets on annual basis. 
Procurement Related Activities:
· Processing/checking the case to get administrative and financial approvals for procurements of goods and services according to the prevailing purchase procedures (PPRA Rules).
· To upload tender enquiry on procuring agency, Pakistan procuring regulatory authority websites and publish in two leading national daily newspapers with wide circulation for fair, transparent and competitive bid competition.
· To open tenders for procurement and complete the requisite formalities.
· To open technical bids for the prequalification of participating firms. 
· To open financial bids of technically prequalified firms.
· To get the price comparison statement of participative firm for tender committee. 
· Issuance of work/ job order to successful bidder.
Audit Related Activities:
· Circulated the time period of audit to all over the organization to keep ready auditable records for audit.
· To compile working papers for responding observation raised by statutory auditor and Govt commercial auditors for the settlement of audit observation.
· To pursue all the cases of auditor queries raised by auditor. 
· Responsibly made all arrangement for conducting statutory and Govt commercial audit within stipulated time.
· The working paper of budget document submit to audit committee of Board of Director (BOD) for concurrence for onward submission to BOD for approval.
· The preparation of budget for income of TV License Fee.
· To monitor the defaulters list and settlement of discrepancies related to Receivable/Revenue of TV License Fee.
Training:
· Conducted one-day training workshop as trainer on “public procurement regulatory authority (PPRA Rules)” held at PTV Training Academy, Islamabad.
· Attended workshop on Project Management organized by Institute of Cost & Management Accountants, Islamabad.
· Attended workshop on PPRA rules organized by Pakistan Procurement Regularity Authority Islamabad.

Extra Carricular Activities:
· Representing school and college hockey teams in inter school and colleges tournament.
· Represented Rawalpindi Division Hockey Team in National Championship and played International matches against the foreign National Hockey Team i.e. China, Bangladesh and USA.

Language Proficiency: Urdu, English, Punjabi (Mother Tongue)
Computer Proficiency: Trained in computer applications such as MS-Office. 
Country of Work Experience: Pakistan 
Undertaking:

I, the undersigned certify that the above mentioned information is true to the best of my knowledge and belief. Any wrong or wilful misleading information will lead disqualification. I also authorize the employer to verify this information.

Zaheer Ahmed
