[image: ]EDUCATION
· ACCA (3 Paper Remaining)
· Bachelor of Commerce
· Certified Accounting Technician (CAT) – ACCA
· ACCA Ethics and Professional Skills Module
· Diploma in Computer Applications
Skills
- Financial Reporting & Audits
- Payroll & Tax Assistant
- Budgeting & Cash Flow Control
- QuickBooks & Peachtree
- MS Excel, Word
- Online Banking Systems
- Administration & Inventory
Management
+92 323 5323034
mehran_munir123@yahoo.com
House 436, Street 5/2, Block D, National Police Foundation, PWD, Islamabad, Pakistan
www.linkedin.com/in/mehran-munir-ahmad-41430936
Contact

Mehran Munir Ahmad
Accounts and ADMINISTRATIOn


Professional overview

Results-driven Accountant and Administrator with 7+ years of progressive experience in ‎financial reporting, cash handling, tax assistance, budgeting, audit coordination, and office ‎administration. Experience in QuickBooks, Peachtree, and MS Office tools. Known for ‎accuracy, confidentiality, and timely reporting in private, government and non-profit sectors.‎

Work experience

 Office Assistant
National Technology Council – HEC, Islamabad, Pakistan	(May 2022 – Present)‎
Record and deposit income (fees, grants, profits) with receipt issuance.
Prepare Draft Financial Approvals, vouchers, and disbursements for salaries, TA/DA, procurement, and petty cash.
Manage tax payments (WHT, GST), including challan preparation and submission.
Reconcile bank statements and handle fund transfers and bank charges.
Liaise with banks for statements, cheque books, and account issues.
Assist in budgeting, financial/audit report submission, and annual statements.
Support accreditation logistics, scoring, data entry, and reporting.
Draft and issue official letters and accreditation reports.
Maintain registration records and coordinate card/material printing.
Handle procurement, stock records, and vendor communication.
Oversee office equipment, premises, and vehicle maintenance.
Arrange meetings, workshops, and staff onboarding activities.
Coordinate printing, ads, legal, IT, hiring, contracts, and HR files.
Update NTC website and assist with digital communications.

Accounts Assistant
National Computing Education Accreditation Council – HEC, Islamabad, Pakistan (Oct 2019 – May 2022)
Record and deposit income (fees, grants, profits) with receipt issuance.‎
Prepare Draft Financial Approvals, vouchers, and disbursements for salaries, ‎TA/DA, procurement, and petty cash.‎
Reconcile bank statements and handle fund transfers and bank charges.‎
Liaise with banks for statements, cheque books, and account issues.‎
Assist in budgeting, financial/audit report submission, and annual statements. 
Oversee office equipment, premises, and vehicle maintenance.‎
Arrange meetings, workshops, and staff onboarding activities.‎

Assistant Accountant
Islah Trust of Pakistan (NGO), Rawalpindi, Pakistan	(Oct 2017 - Sep 2019)
Prepared tax returns and financial reports for FBR and auditors
‎Oversaw payroll, bank reconciliations, and internal audit
‎Managed office inventory and administrative operations of branches
‎Supervised intake of children and new staff in the orphan house

 Internships
· Shamo Jee Fabric & Interiors, Rawalpindi, Pakistan (Jul 2017 – Sep 2017)
            Assisted with bank transactions and invoice processing.‎

· Askari Bank Limited – AWT Plaza, Rawalpindi, Pakistan (May 2014 – Jul 2014) Learned banking operations including accounts, clearing, credits, and forex.‎


SKILLS PROFICIENCY AFTER PASSING

    Switch on & off the computer as per procedures.
    Operate the computer and run software Package.
    Work with Disk Operating System. (DOS)/ Windows Environment and Network.
    Conversant/Install with window 98/2000/Windows XP Operating System.
    Type on the computer at a speed of 30-40 words per minute.
    Type, format and print documents using Microsoft Word (English).
    Type, format and print documents using In page (Urdu word processing).
    Enter, format, manipulate and print data in MS Excel.
    Make and run presentation using MS-Power Point. Learn to display.
    Multimedia presentations.
    Work with Date Bade using Microsoft Access.
    Work with Microsoft Front Page.
    Work in networking environments.
    Retrieve information form the Internet.
    Send and receive massages though E-mail.
    Become proficient in office procedures.
    Operate common office machine.
image3.svg
  
.MsftOfcThm_Text2_Fill_v2 {
 fill:#0E2841; 
}

   


image4.png




image5.svg
  
.MsftOfcThm_Text2_Fill_v2 {
 fill:#0E2841; 
}

 


image6.png




image7.svg
  
.MsftOfcThm_Text2_Fill_v2 {
 fill:#0E2841; 
}

 


image8.png




image9.svg
  
.MsftOfcThm_Text2_Fill_v2 {
 fill:#0E2841; 
}

  


image10.png




image11.png




image12.png




image13.png




image1.jpeg




image2.png




