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PERSONAL DETAILS
Buqair Raza
H #02, St # 12, First Floor
New Gulzar E Quid Rawalpindi.

CNIC: 38404-80452979-9
D.O.B: 05-12-1986
Cell: +9203455853480
         +9203347574165
Email:buqairawan@gmail.com



AREA OF EXPERTISE 
· Strategic Planning 
· Budgeting 
· Strategic Communication






PERSONAL SKILLS 

· Tenacious work ethic 
· Ability to meet deadline
· Strong Leadership
· Excellent communication skill 
· Good all-around IT skills
· Sensitivity and integrity yet assertive at the same time 
· An analytical and logical approach
                 to problem solving
· Ability to work on your own initiative
· Motivated and ambitious   


   



PERSONAL SUMMARY
An adaptable, resourceful and enthusiastic Manager, who has extensive experience of having a wide level of general responsibility for monitoring, supervision. A strong communicator with excellent inter-personal. Contributing extensively to team work and always a willing and helpful when resolving, analyzing and investigating various discrepancies. I want to be associated with a progressive organization where I can I implement my knowledge, skills and professional experience to increase level of responsibility and career advancement.  
WORK EXPERIENCE 
August 2022 to update 
Tehsil Surveillance Assistants (TSA), WHO
· Assist Surveillance officer at tehsil level in keeping close coordination with HCP, Cl for AFP case reporting, investigation and follow up
· Strengthen community surveillance and identification of key informants, sensitization of key informants, follow up and reporting of AFP case(s).
· Regular visits to local Formal and Non-formal health care providers in riverine areas, access compromised areas.
· Maintaining AFP case line list/log at Tehsil level
· Provision of logistics for stool sampling after investigation by concerned officer
· Submit monthly report with supervisor

January 2016 to July 2022
Tehsil Team Support Person (TTSP), WHO
Pre-campaign

· 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 Tehsil level.
· Trainings:- Assist the DPEOs, and district trainers in planning, coordinating, and organization training sessions for vaccination teams and supervisors.
· Partnership and Coordination: Promote partnership with all influencing factors at UC level in support of SIAs.

Campaign Implementation

· Monitoring:- Monitor the process of implementation of the campaign as per guidelines and provide feedback to AC WHO
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ACADEMIC QUALIFICATION

1. LLB, continue, Islamia University 
2. MBA (Finance), NUML
              3.02 GPA, 2011
3. B.COM, Punjab University
              50%, 2008
4. ICS, BISE
               50%, 2005
5. Matric (Science), BISE 
              64%, 2002





OTHER SKILLS & COMPETENCIES 

Software diploma (MS Office)




 
































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

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

INTERNSHIPS 

I. United Nations Office for Project Services (UNOPS) (Gender Justice & Protection Project), Islamabad 

               Jan 2011to Dec 2011

II. Bank Al Falah I-10 Markaz, Islamabad

              July-August 2010   
Project Management Unit (PMU) Social Safety Nets Project (SSNP), Planning Commission, Government of Pakistan, Room # 323, 3rd Floor, “P” Block, Pak Secretariat, Islamabad. (A Project of World Bank)
January 2012 to November 2015
Admin & Accounts Assistant
As Admin& Accounts Assistant my core responsibilities include: 
· Facilitate the Project Manager and SSNP Experts operation and maintenance of PMU office.
· Assist the Project Manager in administrative and financial issues relating to Component IV of Social Safety Net Project (SSNP).
· Track and record all expenditure incurred by the project team from the imprest account of the project. Maintain all formats as per BISP procedures.
· Reconciliation of the imprest accounts with the bank on monthly basis and share the report with the Project Manager.
· Ensure that all procurement and financial rules and procedures of the World Bank are complied in purchases.
· Keep track of the project budget and furnish expenditure reports based on the format used by BISP on quarterly basis. Maintain and share financial information as per audit requirements. 
· Liaise with Finance Directorate, BISP to keep them abreast of procurement requirements and actual requirements.
· Provide administrative and clerical support to the PMU staff experts.
· Maintain all official records of all correspondence and project outputs. 
· Assist PM in liaising with all relevant sections of Planning and Development Division, BISP, World Bank, provincial and federal area governments.
· Any other task assigned by the Project Manager or SSNP experts. 
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