Abdul Qadeer Khan
House # 19, Muhammadia Street, Momin town
Dalazak Road – Peshawar.

Mobile: 0334-9016513
N.I.C #
17301-0513736-5 

Email: AQKhan32@hotmail.com
________________________________________________________________________________   

PERSONAL PROFILE

I am an enthusiastic and dedicated professional who enjoys being part of a successful and productive team. I am quick to grasp new ideas and concepts, and to develop innovative and creative solutions to problems. Able to work well on my own initiative and can demonstrate the highest levels of motivation and organization. Even within a highly pressurized working environment, I have a strong ability to perform efficiently. Having excellent interpersonal skills.
________________________________________________________________________________
Experience (10+ years working experience)
UCPO (Union Council Polio Officer) at W.H.O & CTC
· (From April 2013 to Jan 2019) (From Feb 2019 to Current). 
·  Job Description
· Preparing & Validating Micro Plans for Polio Campaign at UC level.
· Monitoring & Supervising Area in Charges, Teams & Areas in Field on Campaign Days.

· Data Collection & Collation & Sharing with Department on Daily, Weekly, & Monthly Basis.

· Sharing Daily, Weekly, & Monthly Report with PEO.

· Conducting Area in Charges & Teams Training.
· Attending Meeting & Training with Office & UC Staff.
Data Assistant at SC (Save the Children) (Daily Wage)

· (Oct 2011 to March 2012).

· Job Description
· Prepare & share daily, weekly and monthly progress report of project.

· Maintenance of database of beneficiaries.

· Coordination with Line Manager

· Any other tasks assigned by Line Manager

Data Assistant at KB GEMS 

· (March 2010 to September 2011).
Job Description
· Maintenance of database.
· Maintenance of Office files in hard form.

· Maintain Office computer Network.

· Provided helpdesk support to office staff.

· Ensured smooth functioning of internet and file sharing.
· Deploy windows to machines whenever needed.

KEY SKILLS

· Demonstrate excellent oral and written communication skills.
· Possessing management and leadership qualities.
· Goal Oriented, Compromising and Strong-minded.

· Able to work independently and as a member of a team.
· Knowledge of computer i.e. Microsoft Office, Networking, Programming Languages etc.
Language Proficiency

	S.#
	Languages
	Read
	Write
	Speak

	1
	English
	Excellent
	Excellent
	V. Good

	2
	Urdu
	Outstanding
	Outstanding
	Outstanding

	3
	Pushto
	Good
	Fair
	Excellent

	4
	Hindko
	Good
	Fair
	Good

	5
	Punjabi
	Fair
	Fair
	Fair


EDUCATION AND QUALIFICATION
· MBA 
· Abasyn University of Peshawar
· B.com  

· Khyber College of Commerce and Management (University of Peshawar)
· FA (Humanities)

· Peshawar Model Degree College – Peshawar Board
· Matric (Mathematics, Chemistry, Physics, English)

· Khyber Grammar School – Peshawar Board

COMPUTER LITERACY
· MS Word, MS Excel, MS power Point
· Networking Internet and E-MAIL Etc.
· Windows Operating System Software/Hardware Installation Printing Scanning Etc 
· 3 Months Networking Program from Aghaz Computer Institute. 

________________________________________________________________________________
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