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AMANULLAH
PERSONAL INFORMATION:
  




CNIC #:           
43304-8207091-7 

Date of Birth: 
04-03-1988

Address: 
Mohalla Khan Chand Abad near High School No: 02 Shikarpur.
Postal Add:
Al-Hammad Autoes near Taxi Stand Lakhi Gate Shikarpur
Cell #:

0333-7110690
Email:                 amanullahpahore@hotmail.com
                            amanullahpahore123@gmail.com
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CAREER OBJECTIVE:



To work in challenging environment and exposure the new work methodology, to enhance my skills & capabilities by the working with highly reputable organization like you and contribute to organizational goal in dynamic and challenging environment.
EDUCATION/ ACADEMICS:
Degree: 

M.A Economics 2nd Class
Institute:

Shah Abdul Latif University Khairpur

Passing Year:

2010
Degree: 

B.Sc (1st Division)
Institute:

Shah Abdul Latif University Khairpur

Passing Year:

2008
Degree:


Diploma Information Technology (DIT 01 Year)
Institute:
               HMB Institute Shikarpur
Passing Year:

2008
EXPERIENCE:
ORGANIZATION:
Sindh Rural Support Organization (SRSO)

Sector:                           
Core MER
Designation:

MIS Officer
Location:                           Head Office Sukkur
Tenure: 
             
04 May 2009 to December 2020.  
RESPONSIBILITIES:
· To manage & maintain soft record of all interventions / inputs.
· PSC survey of HHs and data entry in MIS and result share to SMT

· Make computerized list of all organized HHS.
· To provide accurate and timely information as required for the purpose of presentation and reporting.
· To assist supervisor regarding data & other information

	· To assist Supervisor for designing the reports. 

	· To keep all related correspondence/reports. 

	· Project related analysis and reporting. 

· To analyze and evaluate data which has been collected or to be collected from the projected areas

· Assist Project Manager / District Project Officer by analyzing and evaluating data which has been collected or to be collected from the projected area. 

· Operate and Manage MIS and prepare MIS generated reports. 

· Any other task assigned by the management.
EMERGENCY FLOOD RELIEF ACTIVITIES: (AUGUST 2010 TO DECEMBER 2010)
Situation analysis report of affected Union Councils of District Shikarpur.

Losses report of flood affected union councils.

Reporting & Documentation of all activities.
COMPANY:
MA-ENTERPRISES COMPANY
Designation:

F/Admin Officer
Location:                           Shikarpur
Tenure: 
             
02 February 2023 to June 2023.
RESPONSIBILITIES:
· Prepare and post receipts, deposits, purchase orders, invoices, refunds, and other standard bookkeeping tasks.

· Manage accounts receivable and accounts payable.

· Front desk customer service, including answering phones and greeting guests.

· Manage schedules for appointments and deadlines.

· Take clear messages and communicate effectively with customers, clients, team members, and management.

· Develop and maintain administrative processes.

· Keep an organized file system.
ORGANIZATION:
ACTED
Sector:                           
MIS_PIU
Designation:

Area Data Base Assistant
Location:                           Sukkur Base
Tenure: 
             
20 June 2023 to August 2023.  
RESPONSIBILITIES:
· Accurately input, update, and verify data in Access databases. 

· Review and verify the accuracy of data before entry, identifying and correcting any discrepancies or errors.

· Organize and maintain both physical and digital files, ensuring proper documentation and record-keeping.

· Perform regular data quality checks to identify and rectify inconsistencies or inaccuracies in the data.

· Respond to data-related inquiries from colleagues and clients, providing accurate and timely information.

· Collaborate with team members to ensure seamless data flow and resolve any data-related issues.

· Maintain confidentiality of sensitive information and adhere to data protection regulations.

· Perform administrative tasks as needed, such as photocopying, scanning, and filing documents.

· Any other task assigned by Management.

SKILLS: 
MS Office, Power BI, Tableau, Management, Data management and Analysis, Reporting, Interpersonal, Communication and presentation.
LANGUAGES:
Fluent in speaking, reading, and writing: English, Sindhi, Urdu, and understanding level on Siraiki languages. 
REFERENCE:
Will be provided as required
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