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PERSONAL 

Father’s name




Haji Taj Muhammad Khan
Religion




Islam

Nationality




Pakistani 
N.I.C.No.




17301-1371679-1
Marital status




Married
Expertise and Professional Skills: 

· Proven expertise of Program development, designing, Monitoring and Evaluation and MNE reporting.

· Strong know-how of Social Sector Work, project and programme development and implementation and way of fruitful intervention in crisis, post conflict crisis and flood.

· Have excellent and proven Weekly, Monthly, Quarterly and Project Completion report writing and presentation skills.

· Performance achievement and presentation skills both at the internal forum and donor level.

· Active and proven field assessment skills for programme development, evaluation and implementation in Health and Gender sectors.

· Can Work on Databases and analysis of electronic and paper data easily and efficiently.

· Strong Communication skills both verbally and electronically.

· Ability of professional linkages development at donor and IPs level.

· Proven ability to coordinate effectively at all clusters and DCM level.

· Can travel extensively to field sites for assessments, coordination, program designing, implementation and monitoring aimed on performance and results.

· Ability to work under stressful conditions and meet tough deadlines.

· Ability to lead a team effectively and work as a team efficiently.

· Strong Know how of internal and donor’s program review presentation.

EDUCATION


· Master in Social Anthropology, University of Peshawar                  

Passing Year: 2005   



· Master in International Relations (IR), University of Peshawar
               Passing Year: 2003





    


· BA, Edwardes College Peshawar
Passing Year: 2001
· F.S.C Pre-Medical, Peshawar Public School & College
Passing Year: 1999
         

· S.S.C, Science, Peshawar Public School & College

Passing Year: 1997
WORK EXPERIENCE 



· Union Council Polio Officer (UCPO) from 1st March 2016 till Date
· Job Descriptions;

· Micro-planning: Assist in preparation and updating SIA micro-plans. Validate the micro plans in the field. Help in identifying and mapping high-risk areas in the specific UC.

· Assist in selection of appropriate vaccinators as per given criteria distribution as per need.

· Assists in monitoring of timely distribution of DDM cards. Ensure that cards are filled properly and upon completion of campaign their submission to the provincial office for further processing.

· Follow up and report to PEO on timely payment of incentives to the frontline workers.

· Trainings: - Assist the DPEO’s and district trainers in planning, coordinating, and organizing training sessions for vaccination teams and supervisors.

· Partnership and Coordination: Promote partnership with all influencing factors at UC level in support of SIAs.

· Monitoring:- Monitor the process of implementation of the campaign as per guidelines and provide feedback to DPEO

· Data collection and analysis: - Collect and collate the tally sheet data from the areas of responsibility on daily basis.

· Ensure proper implementation of SIAs with special attention to hard-to-reach areas and under- served high risk populations.

· Attend the daily evening review meeting at UC level for every SIAs and record the findings/observations for corrective action of the following day of the campaign.

· Participate in preparation of realistic catch-up plans fir missed children and monitor their implementations.

· Participate in organizing the re-do/sweeping activities in the UC as required in the light of PCM/LQAs/marker survey results.

· Facilitate the work of independent Monitors.
· Team Leader (Mother & Child Days Unicef funded Project Implemented by Prime Foundation) Bannu (July 2015 to January 2016
TOR’s: Managing and Coordinating the Mother and Child Health related activities in the designated Union Councils of District Bannu. Active coordination with the stake holders where and as needed on regular basis. Leading a team of Health Care Providers (LHVs), Outreach Workers and Community Mobillizer to ensure the project’s goals and objectives achievements. Weekly, Monthly and Quarterly Narrative reporting and analysis of MIS reporting. Regular Coordination and presentation regarding the programme to Management, Donors, Foreign Missions and District Management. Supervising the operations like logistics, warehousing, data analysis and managerial aspects. 
· Team Leader (Mother & Child Days Unicef funded Project Implemented by FPHC) Bannu (January 2015 to July 2015
TOR’s: Managing and Coordinating the Mother and Child Health related activities in the designated Union Councils of District Bannu. Active coordination with the stake holders where and as needed on regular basis. Leading a team of Health Care Providers (LHVs), Outreach Workers and Community Mobillizer to ensure the project’s goals and objectives achievements. Weekly, Monthly and Quarterly Narrative reporting and analysis of MIS reporting. Regular Coordination and presentation regarding the programme to Management, Donors, Foreign Missions and District Management. Supervising the operations like logistics, warehousing, data analysis and managerial aspects.


· Project Coordinator (USAID Funded project, Conflict Victims Support Program (CVSP) with Alfalah Development Foundation (Oct 2013 till Dec 2014)

Worked as Project Coordinator in CVSP project, my responsibilities of the said position were:

· Making of Syllabus for different trades like, Solar Energy, Computer Hardware and Software, Mobile Repair etc

· Organizing different Vocational trainings for Conflict Victims of FATA & KP.

· Monthly Report to IRD /USAID.

· Monitoring and Evaluation of training 

· Project Coordinator (UNHCR Funded project, Integrated Community Uplift Project) in Kohat (March 2013, Aug 2013)

Working as a project Coordinator in Alfalah Development Foundation (ADF) my responsibilities on the position were:

· Baseline Survey of Education and Health in Kohat area.

· Train & Manage Education Mobilizers in increasing school enrolment and Health Hygiene education in community as well as in Schools

· Train and Manage Medical staff to provide assistance with Govt, staff in handling IDPS

· Supervise the construction activities in Schools and Hospital

· Weekly and monthly report to Head office and UNHCR.

· Team Leader in Mother & Child Days in District Kohistan: (September 2011 to 29th February 2012)

Perform duties as Team Leader in MCD,s project (Unicef Funded) with Abaseen Foundation, My responsibilities were:

· Make Micro plain for every activity like Registration and service provision

· Manage the teams and can do all the activities on time

· Meeting with Community notables and motivate the community to avail the facilities of the project

· Ensure the vaccination to defaulter children’s

· Participate in Polio Campaign and Monitor the activities of Polio Teams and give report to EDO (H).

· Make weekly and monthly reports for UNICEF and Head Office.

· Project Coordinator in CMAM Unicef funded project in Swat (Jan 11 to July 11) 

Worked as project coordinator in CMAM (UNICEF funded Project) in 15 selected union councils of Swat, My responsibilities were:

· Supervise the activities of the whole project like screening and Admission.

· Coordination with District Government

· Meeting with Community Notables 

· Weekly & Monthly report to Unicef and Head office

· Monitor the Polio activities in Polio Campaigns and then give report to EDO.

· Supervise the Health Facilities where the OTP/SFP spot established

· Senior Community Organizer (UNICEF Funded project in Swat) :( June 2010 to Dec 2010)

Worked as senior community Organizer in “Mother & Child Days” UNICEF funded Project in 11 UCs of Upper Swat, My responsibilities were:

· Make village health committees(VHCs) with the help of community organizers 

· Meeting with Community Influential’s to guide them on M&CDs Project

· From VHCs the Union Council Health Committees (UCHCs)is made

· Then the UCHCs is linked with concern Health facility for better understanding of community with facility

· Review the LHWs Health Committee

· Give weekly and monthly reports to UNICEF and Head Office.

· Team Leader: (Mother & Child Days UNICEF Funded Project in Swat)
(Nov 0 9 to March 2010)

Mother and child days Project working for maternal and child health care in district Swat. 

Mather and child day project UNICEF funded Project outsource to ABASEEN FOUNDATION.

Main focus of the project is working for maternal and child health care in district Swat. My Responsibilities were;

· Make Micro plain for every activity like Registration and service provision

· Manage the team and can do all the activities on time

· Meeting with Community notables and motivate the community to avail the facilities of the project

· Ensure the vaccination to defaulter children’s

· Make weekly and monthly reports for UNICEF and Head Office.

· Project Coordinator (Larama IDP’s Camp) (June 2009 to Sep 2009) 

Worked as Project Coordinator in Larama IDPs Camp to Provide Comprehensive Health Facilities to the IDPs of Malakand Agency with Abaseen Foundation in the Project of UNICEF. My responsibilities were the followings: 

· Provide Admin support to all staff and give weekly, monthly report to WHO, EDO and UNICEF and facilitate the IDPS in the field of health.

· Attend Cluster Meeting at district and Provincial Level

· Making a daily report 

· Supervise all the three sections (General OPD, Nutrition and MNCH) and solve different problems 

· Arrange coordination meeting in camp with other NGOs

· Meeting with IDPs and solve their problems
· Also monitor the Polio activities in the camp
· Admin Manager: (January 2009 to May 2009)


Worked as Admin Manager with Abaseen Foundation, my responsibilities on this post were: 

· To support the In-charge to Manage Hospital.

· To ensure day to day smooth running of Hospital.

· To maintain personal files for all hospital employees.

· Manage the Duty Rota for all hospital staff
· Give reports on weekly and monthly basis.
· Health Education Officer(CMAM) (September 2008 to Dec 2008)

Performing duties in CMAM project of UNICEF as Health Education Officer. My responsibilities on this post were:

· Provide Health Education Sessions in Flood effected area of Daudzai

· Done 50 communities meeting in the project area.

· Motivate the community to avail the feeding (Unimax, Plampenets) prog, of UNICEF.

· Give weekly, monthly and final report to UNICEF.
· Project Manager (EmOC) (April 2007 to March 2008) 

Worked as a Project Manager in Abaseen Foundation an NGO jointly working with UNICEF for the provision of better health services to the community, it focuses on Mother & Child Health. 

· Assistant Operation Manager (Abaseen Foundation): (March 2006 to Feb 2007)
 Performed the duty of Assistant Operation Manager in Abaseen Foundation, on this post my responsibilities were:

· To support the In-Charge to Manage Hospital.
· Write weekly & monthly report on regular basis.
· To ensure day to day smooth running of Hospital.

· To maintain personal files for all hospital employees.

· Manage the Duty Rota for all hospital staff.

Abaseen Foundations & UNICEF (April 2005)
· Position: Project Manager (EmOC)                                                                               
 
Worked as a Project Manager in Abaseen Foundation an NGO jointly working with UNICEF for the provision of better health services to the community, it focuses on Mother & Child Health.









Responsibilities: To organize all the activities of the project and then make a report of each activity also done the effective role in Flood situation (2005) in Daudzai, Peshawar and Charsadda area. Organize different activities and meetings internally and externally.   
· Health Hygiene Education with SSD: Organize two and half months HHE campaign with Society for Sustainable Development (NGO) in Host community as well as in Refugees Camps.
· Medical Camps with CMDO: Organize seventeen (17) medical camps in flooded area of Daudzai with Community Motivation and Development Organization. 

References:

Dr. Inam   (Health & Nutrition Officer UNICEF Peshawar) Mob #: 0300-5701318


            
Dr. Mukhtiar Zaman: (Chief Executive Abaseen Foundation) Mob#: 03339135316



           Mr. Israr Khattak: (Project Manager ADF) Mob #: 0321-9095509



Mr. Adnan Zaib (Manager Grants IRD Peshawar) Mob # 0345-5006353


            Dr. Rizwan Anwar (Area Coordinator WHO) Mob # 0321-2570300
[image: image1.png]






Computer skill	


MS-Office, Word, Excel, Power Point, command over internet and full command on SPSS Software.                                                                           


 





Report writing skill	


Write a comprehensive


Report on Marriage 	


System of Chitral.














Thesis: Thesis was 


Done on the topic of	


“Community Response                  


towards Polio”	











Interests 			


Net surfing, Newspapers, Report writing and reading.











Languages:





Can Speak, read and write English, Urdu, Pashto and Dari.











Trainings





Training on Disease early warning system (DEWS) by WHO











TOT Training on Counseling Cards (LHWS Program)








Participated in 2 days TOT training Organize by UNICEF on Mother & Child Days and then further trained the project staff in Swat.





TOT Training of CMAM organized by UNICEF Peshawar








Human Interest Stories:


Take training on Human Interest story in UNICEF Islamabad and write many stories for UNICEF.























Base Line Survey:





Supervise the Base Line survey in 11 Union councils of Upper swat in June 2010. The objective of the survey was to know the:


1. MMR 


2. IMR


3. Life standards


4. Cleanliness


5. Disease 


6. Polio Vaccination


Etc in the area.








