KPI’S FOR AREEB
i. ASSIST ME WITH COMPLETING/ENTERING ALL THE PREVIOUS YEAR’S ENTRIES INTO NEW SOFTWARE GIVEN TO US THIS WEEK.
ii. COMPLETE BANK RECONCILIATION
iii. KEEP TRACK OF BANK BALANCES
iv. MAINTAIN/ DEAL WITH ALL PETTY CASH ISSUES AND MAINTAIN PETTY CASH REPORT FOR ASIMS PERSONAL,WEBDOC & RSA.
v. PROPERLY MAINTAIN EOBI SHEETS EVERY MONTH, WITH RECORD OF ALL EMPLOYEES WHO JOINED AND WHO LEFT IN A PROPER FORMAT.
vi. ASSIST ME IN MAINTAINING THE ACCOUNTS AND RECONCILIATION STATEMENTS OF G&M CARS AND HIRE-IT, UK AND LATER ON DOING ALL THIS AT HIS OWN UNDER MY SUPERVISION.
vii. PREPARATION OF SALARY SHEETS AND SALARY SLIPS FOR INTERNAL RECORDS.
viii. PREPARATION REGARDING MULTIPLE BREAKDOWNS NECESSARY TOWARDS FINANCIAL STATEMENTS AND YEAR END CLOSING.
ix. SCANNING OF ALL IMPORTANT DOCUMENTS AND MAINTAINING THEIR FOLDERS.
x. MAINTAIN FILES OF ALL EMPLOYEES AS PART OF HR.
xi. ADVISORY TO HR BASED ON RAISED DISPUTES AND ACTIONS TO BE TAKEN.
xii. PERFORM ASSESSMENT FOR PREPARING EMPLOYEE PERFORMANCE/EVALUATION REPORTS
xiii. MONTHLY SURVEY AND AWARENESS FOR DOMESTIC DISPUTES RESOLVING
xiv. ASSISTING IN ADMINISTRATIVE TASKS TO SIR WAHEED.
xv. PERFORM ANY OTHER ONE-OFF TASK AS AND WHEN REQUIRED IN HR, ADMIN & INSURANCE CLAIM DEPT.
xvi. SUPPORT TO UIC AND EAST WEST FOR INSURANCE CLAIM POLICY ISSUANCE AND THEIR ENDORSEMENT MANAGEMENT.
xvii. STUDENT FEE PROJECT PORTAL WORKING.
xviii. BANKINGSYSTEM MANAGEMENT OF RSA,WEBDOC,FINCA PORTAL,S2B FOR WEBDOC,EASYPAY WEBDOC AND MERCHANT PORTAL ALFA WEBDOC.
xix. RSA TRUCK PAYMENT RECOVERY AND ITS PORTAL.
xx. IBCC PAYMENT RECON AND PORTAL TRANSFERS. ALONG WITH CSS INVOCIE CLERANCES MANAGING.
xxi. AMINA’S SHEET MONITORING AND MANAGEMENT AGAINST HEALTHCLINIC.
xxii. RTGS SUBMISSIONS ALONG WITH OTC PAYMENTS CLEARANCE AND CHEQUE DEPOSITS. ALFALAH TELENOR BANK SCB FINCA.
xxiii. JAZZ WEEKLY X AND MONTHLY X BUNDLE SUPPORT.
UBANK ACCOUNT MANAGEMENT, JAZZ/MMBL ACCOUNT MANAGEMENT FOR RSA AND WEBDOC WITH SHAISTA. FAYSAL BANK WEBDOC ACCOUNT MANAGEMENT WITH TOUQEER, UPCOMING UBL ACCOUNT MANAGEMENET WITH RASHID.

RSA
1. RSA RECONCILIATION FOR BANK ALFALAH AND FINCA.
1. PAYROLL (COMMISSION, DEDUCTIONS, PROCESSING)
1. PRESENTATIONS FOR DIRECTOR MEETINGS
1. RSA TRUCK RECOVERY TRACKING AND PORTAL MANAGING.

WEBDOC
1. RECONCILIATION ( ALFALAH, FINCA, TMFB,SCB,BANKISLAMI)
1. INVOICING ( TELENOR PAKISTAN ASSISTING TEHMINA, WHS TELENOR MICROFINANCE BANK, UBANK)
1. ASSISTING TEHMINA IN TAXATION WORKINGS ALONG WITH CORDINATION WITH TAXTATION TEAM FOR CHALLANS, ANNEXURES, PAYMENT DISPUTES SETTLEMENTS, WHT SUBMISSION FOR VENDORS LIKE MM, SYBRID,TMFB,PTCL,ZONG,NAYATEL,SALARY TAX,RIZWAN ARISH N SON.
1. GENERATING NEW LEGAL DOCS AGAINST RSA, WEBDOC, WEBDOC HEALTH FOR UPDATED DOCUMENTATION (AOA,MOA,BOD,FORM A,FORM 29,COI,INCORPORATION CERTIFICATE ETC.
1. ANNEXURES SORTING AND MANGEMENT FOR PROVIDING TO VENDORS AND RESUBMISSION.
1. VENDOR MANAGEMENT FOR PAYABLES INCLUDING BUT NOT LIMITED TO MERCURIAL MINDS, SYBRID, JAZZ CASH, MULTINET. (ASSIST TO ZAIN) AND WHS TELENOR MICROFINANCE BANK
1. PROFIT AND LOSS/ INCOME STATEMENT REPORTING
6. EXPENSE REPORTING (INCLUDING ALL ACCOUNT HEADS
6. TAXATION AND WHT BREAKDOWNS.
6. UTILITIES & PAYROLL BREAKDOWNS
1. PRESENTATIONS (FOR MANCOM'S AND DIRECTOR MEETINGS)
1. REPORTING:
8. RECEIVABLES REPORT FOR WHS TELENOR MICROFINANCE BANK
8. PAYROLL EXPENSE/ DISBURSEMENT ACCOUNT PER EMPLOYEE
8. ZONG DISCREPANCIES OF OVER 1 MILLION IN LOST REVENUE RESOLVED.
1. ASSISTANCE IN QUICK BOOKS INTEGRATION FOR WEBDOC, 2021 ONWARDS WITH TEHMINA
1. COMMISSION CALCULATION TAXATION FOR SIR FURQAN, TP, TMFB, ZONG, NAYATEL, MM
1. HEALTH CLINIC INITIAL AUDIT
1. HEALTH CLINIC PAYROLL
1. HEALTHCLINIC VENDOR INVOICING CLEARINGS
1. HEALTHCLINIC SHARE AND MANAGEMENT OF GSHEET TO TRACK CLIENTELES.
1. HEALTHCLINIC PAYMENT DROP RECONS IN ALFALAH.
1. ASSISTANCE IN KAHUTA MED CENTER AND ITS EXPENSE MANAGEMENT.
1. CLAIMS PAYMENTS FOR ALL SERVICES (INCLUDING BUT NOT LIMITED TO STREAMLINING CLAIMS PAYMENTS, RECORD KEEPING) AND PROVIDING SLIPS AND ASSISTANCE TOWARDS CLAIM DEPARTMENT.
