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	Mr. Muhammad Usman Taj Resume
Finance & Administration Officer
SESWA (Shewa Educated Social Workers Association).

Office:   HRD Center Parmoli Road Shewa, Distt Swabi, KPK, PAKISTAN.

Official Website: www.seswapk.org.

Phone:  0938-312235. 

Fax:      0938-312235.

Cell:      0346-9312812.

Email:   usmantaj.sbg@gmail.com
             usmantaj@seswapk.org
	


Objective:
I look forward to working in an environment, where my educational qualifications & above all My Professional skills & solid experience as well as, are utilized for the benefit of the organization. I also offer my proficiency in accounting principles, along with a command over Management/Administrative jobs, MIS, IT & computer applications, for the efficient management of the organization.
Key Experience

I am having about 13 year’s of solid & proofed experience in Accounting, Finance, Administration, Auditing, MIS, IT, Management at various National & Multinational Profitable & NGOs sectors. Therefore I offer my services purely on the basis of my practical multi dimensional experience details are as under. 
As a Accountant/Finance Officer
· Preparation & Maintenance of Vouchers e.g. Cash vouchers, Bank Vouchers, Journal Vouchers, Accounts/Book keeping (Computerized/Manually) General Journal, General Ledger, and Trail Balance on monthly, quarterly and annual basis, Profit & Loss, Income & Expenditure statements and balance sheet etc periodically.
· Preparation of Bank Reconciliation Statements.
· Expert as teller (Cash Counting & Sorting).
· Ability and outstanding experience of maintaining more than one account at a time, and preparation and presentation of various reports regarding finance/Accounts in Donor’s prescribed format or as required by the authorities.

· Responsibilities of all cash arrangements/transactions of the organization.
As a Payroll Specialist

· Preparation and Payments of wages to labors in Office/Plant/field.
· Preparation of salaries, Overtime, EOBC, SSC etc for Management and non-management staff in DB programming i.e. (Oracle, FoxPro, Excel, and Peachtree Software).
As a Auditor
· Expert level Experience of Auditing & also internal auditor for SESWA subsidry projects e.g. SESWA Model School (SMS), SESWA Tent & Crockery Service (STS), SESWA Nursery Farm, SESWA Library & SESWA Small Farmers Development Programme (SFDP) (Providing Farmers Fertilizers, Seeds, and Pesticides & Other Services funded by (CRS-USA).

As a Administration/Management
· Maintaining & Checking of Vehicle Log books (Fueling/Maintenance/Repairing).
· Purchases/Distribution of Stationery item, computer accessories to office staff.
· Providing Facilities & making all arrangements for Food & Refreshments, Transportation, Hotel Bookings, etc for Office colleagues & Other Officials/guests.
· Maintaining and checking of Employees Attendance Register & Leave records.
· Implementation of procurements procedures according to the organization policies.
· Perfect Experience of Office Correspondence/Drafting, Faxing, Memos, etc in Ms WORD.

As a MIS, IT
SKILLS (COMPUTER LITRECY):

I have owned and operated a computer since 1996.

1.
Diploma in Computer Sciences 

From Hi-Tech Computer College, Peshawar. April 2001. One Year.

2.
MCSE (Microsoft Certified System Engineer) (4 month certification course)

Pakistan Institute of Computers & Communication Systems (PICCS), Distt Mardan, NWFP, Pakistan. 

December 2007.

· As a Certified System Engineer from Microsoft I have over all expert level knowledge in all computers/IT related jobs/task. 

· Expert of Installing Windows98, Win Me, Win 2000, Win Xp win7, win vista (all versions), and along with all Windows Serves Editions. 

· Expert level solution for Ms Office 2000 to 2007, Software & Hardwares, OS trouble shootings. 

· Efficient User of Internet and relating tools and applications.

· Command over: Web Site launching and Web page designing in Ms FrontPage XP, 2000.

· Efficiently work in Ms Power Point XP, 2000 for Presentations and Slides making.

· Efficient User of Ms Outlook Express XP, 2000, 9x.
· Remarkable English typing speed along with Arabic manuscript in In-page (Urdu Software).

· Strong problem analysis skills with ability of handling routine matters.

· Good experience of Project proposal writing, Budgeting etc.

· Ability to work under pressure & Dynamic envoirment. 

· Expert in Computer Net working/Domain networking Setups & Configurations in Wired, Wireless as Administrator.
I have been participated & received various inland training courses, seminars and workshops below: 

Details Training, Workshops:
	AGENCY
	Training /Workshops
	Duration

	N.R.S.P.
	Community Management Skill Training (CMST).
	3 Days

	E.U-U.N.D.P.
	Strengthens Financial Management Systems
	2 Days

	U.N.D.P.
	Peachtree Accounting Software Training
	2 Days

	C.H.I.P.
	Financial Management System 
	4 Days

	C.H.I.P
	Report Writing and Social Mobilization
	4 Days

	S.A.P.-PK
	Book Keeping
	2 Days

	S.A.P-PK
	Economic, Social, Cultural Human Rights
	1 Day

	T.A.F.-DOTS
	Workshop Tb Awareness 
	1 Day

	E.U- U.N.D.P
	Budgeting & Planning
	3 Days

	S.A.P-PK
	Gender Oriented Budget Planning
	2 Days

	S.A.P-PK
	Report Writing & Book Keeping
	3 Days

	USAID-LCCDP
	Capacity building 
	3 Days


Besides the above, several other Training, Workshops, Seminars received/attended form various National and International Agencies and other Partner NGOs.

Education:

B.Com (Hons),
 With 2nd Division, Government College of Commerce Mardan, University of Peshawar (1999).

B.Com (Bachelor of commerce), 
With 2nd Division, Government College of Commerce Mardan, University of Peshawar (1998).

Diploma in Commerce (Accounts), 
With 2nd division, GCC Mardan, Board of Technical Education, Peshawar (1994).

Matriculation (Science), with 2ndt division, G.H.S.S Shahbaz Garhi. B.I.S.E. Peshawar (1991).

Employment Summary & Working Experience
1.
Souvenir Tobacco Company, Mardan. As Store in charge.
2.
UNHCR (GTZ Befare) Store Manager.
3.
KSM (Khyber Spinning Mills) Gadoon Amazai, Distt Swabi. As Raw Material Inventory Manager.
4.
Payroll Specialist/Mills Accountant:

I have been performed duty at the Dawood Lawrencepur Limited, (Lawrencepur Mills) formerly Lawrencepur Woolen & Textile Mills Distt Attock, As Payroll Specialist and Mills Accountant, responsible for salaries wages, overtime, preparation and payment and cash arrangement from the head office.

Duration:  From March 1st 2000 to June 10th, 2005.
5.
Finance & Administration Officer:
Currently I am working permanently with SESWA a National level NGO, established in 1986 & Registered under the Social Welfare Act. As Finance/Administrative Officer, situated in Distt Swabi, NWFP. SESWA has worked & working with National & International donors agencies i.e. EU-UNDP (SGP PTF), SAP-PAK (SDGP), Aid’s Programme (Aid’s control program), The Asia Foundation DoTs (TAF) U.S.A, CRS-PK (Shelter Projects for IDPs) as Current donors & Projects are still in progress while the Previous donors are PAK German, IRSP, IRDP, GTZ, SNPO, ACTION AID (SFDP), LFA, DFID, CRS Pakistan, Winrock International etc.

Duration From: June 14th, 2005 till to date.

PROJECT WORKING EXPERIENCE DETAIL:

1.
UN- Controlling envoirment Degradation (UN & People of Japan Funded)

I am also working as finance & procurement officer at UN Project on “Controlling Envoirment” 

From: November, 2010 continued.

2.
Embassy of Japan, (GGP Unit )Funded.
Construction of SESWA Model School, at village Shewa,.

Currently I am performing additional duty of maintaining & monitoring of construction work at SMS Project, as Procurement & Quality assurance Officer.

http://www.pk.emb-japan.go.jp/InfoJapan/Press%202010/November/JPNEMPAK%20010-51.html
http://www.pk.emb-japan.go.jp/index.htm
3.
LCDDP (Disability Project) US Aid Funded
Currently I am performing additional full time duty as Finance & Admin Officer in LCDDP (Disability project) for the empowerment (PWDs) People with disabilities. 

From: 14 October, 2010 continued…

http://lcddp.org/index.html
4.
ONE UN (JPE) Ministry of Envoirment Pakistan. (UN & Ministry of Envoirment funded)
Currently I am performing additional full time duty as Finance & Admin Officer in ONE UN Joint Programme on Envoirment with Ministry of Envoirment Pakistan for the promotion of “Communal Scrub Forest in Target Area”

From: 14 October, 2010 continued…

http://oneunjpe.org/index.php
5.
CRS- Catholic Relief Services USA (Shelter) Project (US Funded).
I had also performed duty as Finance, Administration & Procurements Officer in CRS- Catholic Relief Services (Shelter & Food Project for the IDPs of Swat, Bunir in the war against terror in Pakistan.      

From: May, 2009 to December, 2009.

http://www.seswa.7p.com/idpupdt.htm
6.         SAP-PK (SIDA CANADA) (SDGP-II) Project (CANADIAN Funded)

I had also performed duty as Finance Officer & Social (Community) Activist, South Asia Partnership Pakistan “Straightening Democratic Governance in Pakistan project 2nd phase.     

From: March, 2008. Continue to date.

http://www.sappk.org/sap_partners.html
http://www.sappk.org/general_districts/Punjab_G_Rajanpur.xls#zoom=81&statusbar=0&navpanes=0&messages=0
7.
SAP-PK (PaCFREl) Project (CANADIAN Funded)
I had also performed duty as Finance Officer & Election Observer in SAP-PK “PaCFREl- Pakistan Collation for Free & Fair Election”. 

From: January, 2008 to February, 2008.

http://www.sappk.org/prog_pacfrel.html
8.
UNDP (SNEP) Project (UN Funded)

I had also performed duty as Finance Officer & Community Mobilizer in United Nation Development Programme “SNEP- Support National Election in Pakistan”. 

From: December, 2007 to June, 2008.
http://www.eueompakistan.org/PDF/preliminary/Preliminary%20Statement%20Pakistan%2020%20Febr      uary2.pdf
9.
The Asia Foundation USA. (TAF TB DoT) Project (US Funded)
I had also performed duty as Finance Officer & Community Mobilizer in The Asia Foundation TB DoT Programme.

      

From: July, 2007 to January, 2008.

http://asiafoundation.org/project/projectsearch.php?country=pakistan&year=2008
10.      ACTION AID (SFDP) Project (UK Funded)

I had also performed duty as Finance & Procurement Officer in Action Aid UK “Small Farmers Development Programme.

      

From: July, 2006 to March, 2007.

http://www.actionaid.org/assets/pdf/FoodRights_StrategicPlan2006-2010.pdf
11.      SAP-PK (SIDA CANADA) (SDGP-I) Project (CANADIAN Funded)

I had also performed duty as Finance & Administration Officer, in South Asia Partnership Pakistan “Straightening democratic governance in Pakistan project 1st phase.

      

From: June 14th, 2005 to March, 2008.

http://www.sappk.org/sap_partners.html
http://www.sappk.org/general_districts/Punjab_G_Rajanpur.xls#zoom=81&statusbar=0&navpanes=0&messages=0
12.
UNDP-EU (PTF) Project (UN,EU, SEARCA Funded)

I had also performed duty as Finance & Procurements Officer, in United Nation Development Programme & European Union joint Venture for “Promotion of Tropical Forest” at Distt Bunir. 

From: June 14th, 2005 to July, 2007.

http://www.dawn.com/2005/03/22/nat15.htm
LIST OF OFFICE MACHINES/EQUIPMENTS I CAN USE & SOLVE THE TROUBLE SHOOTINGS/ PROBLEMS.

Computers (PCs, Laptops), LAN Hub/switches for computer networking, Administration & Installation of Broad Band internet Wifi router, Bluetooth data technology, All types of Printers, Fax machines, Multi media Projector, Telephone exchange, UPS, Walkie Talkies, Wireless telephone, security cameras/Digital Cameras (still & handycam etc), Axbonding Machine, Photocopier, Scanners etc.
OTHER SKILLS & FIELDS OF INTRESTS:

· Expert in Driving of LTV/HTV since 1999 & having valid Driving License.

· Highly Energetic, Strong Communication Skills, Professionally committed and Hardworking.

· Expert in Satellite T.V, Satellite Receiver Software Up gradation flashing & Complete Dish installation, Decoding of encrypted channels.

· Enough knowledge of Electronic Projects and Accessories.

· Expert of Multiple Electric Wiring.

· Reading & Studying of Science related features and other such Materials. 

· Net surfing.

· Fishing and Hunting.

Other Services:

As Master Trainer: On the basis of my Practical experience I had also trained, SESWA Model School “Accounts Staff” & several Village organization “Financial Secretaries, Treasurers”, on book keeping/accounts. 
Expert Web page designing & Web site launching.

I had also perform extra duties other than stated above as Web Master at SESWA (NGO)

And I had also design & Launch SESWA 1st Official Website: www.seswapk.orghttp://
 and then www.seswa.7p.comhttp://
.

I had consulted by several other partner NGOs for web site designing, launching, and troubleshooting.

Other than above I had also designed, launched several other websites detail could be found on www.usmantaj.4t.comhttp://
.
I have also launched several general Blogs on the internet. More information about me can be visited by searching word “usmantaj” in Google or other search engines.
As stated above I am good and well experienced in electric & Electronic projects like I have been designed several self-made projects for home and office use. 

To secure & enhance life of the valuable machines, accessories used in Office automation from loss and defects etc and save fuel and electricity.
Languages ability
	Languages
	Speaking
	Writing
	Understanding
	%Age (Approx)

	Pashto
	Excellent
	Excellent
	Excellent
	99%

	English
	Good
	Excellent
	Excellent
	80%

	Urdu
	Good
	Excellent
	Excellent
	90%

	Punjabi
	Good
	Good
	Good
	50%

	Hindi
	Good
	Good
	Good
	40%


Personal Details:


Name:



Muhammad Usman Taj,

Father name:


Sakhi Taj Khan,

             Nationality:         

Pakistani

            Gender:               

Male


Profession:


Finance, Accounts, Planning/Management, MIS, IT.


Specialization:


Commerce, IT.

Date of Birth:    

15th October 1975.

Permanent Address:    
Village & P.O Shahbaz Garhi Mohallah Beharamkhel,

District Mardan NWFP Pakistan. 

Phone Res: 0937-580022.

Usmantaj.sbg@gmail.com
usmantaj@seswapk.org
Office address:
SESWA HRDO, V.P.O Shewa, Parmoli Road, 

Moh Ghulam Khel, Distt Swabi, NWFP, Pakistan. 

Ph # 0938-3133235.

Cell: 0346-9312812.

Web: www.seswapk.org
www.usmantaj.seswapk.org
Usmantaj@seswapk.org
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