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PERSONAL STATEMENT

I completed Mater degree in Public Management at Institute of Management Sciences (IMSci) where I have been given an opportunity to apply knowledge and hard-working ethic. I hold in order to achieve results which I was extremely pleased with. The achievement includes first and second-class results in most of the modules throughout the three years and eventually graduating with a 2:1.
In addition to my academic successes I feel that I have range of experience in administration and management field. As an Academic Manager at Language Program which has allowed me to develop strong administration skills and realise the face that I always aim to be enthusiastic about the task in hand setting high standards for myself and striving to work to the best of my ability. I am polite punctual and committed having never had an unauthorised day off work. I learn quickly and am able and keen to develop skills I have previously learnt.

SKILLS AND QUALITIES
· Experience in field Activities & Management 

· Excellent communication and interpersonal skills

· Organisational skills

· Analytical and logical thinking skills

· Strong team and leadership skills
· Training and development skills
· Excellent literacy skills
· Positive approach with a tactful and diplomatic attitude
· Proven experience working within a multicultural environments
· Proficient in Microsoft Office packages

· PC literate on all windows platforms

Lastly: a good sense of humour which is necessary in any job and the ability to get the best out of people, from my life experiences, to negotiate effectively with clients and agencies to secure business.

EDUCATION

2009 – 2011

MSC Public Administration (MPA)

Institute of Management Science (IM/Sciences) Hayatabad Peshawar

Subject included: Public Administration, Comparative Administration, Human Resources Management, Public Policy, Labour Law, Leadership, Group Dynamics, Financial Management, Social Research Methodology, Statistics, Economic, Planning & Development Administration, Project Management, and Computer Application and Strategic management.
2008 – 2009

Diploma Business Administration (DBA)
Institute of Epistemic (IE) Peshawar
Management, Accounting, Computer Application
OTHER QUALIFICATION

2005 – 2008

BSc (Pre-Medical) - Medical Science
Edwards College Peshawar

2004 – 2005

FSc   (Pre-Medical) - Field: Medical Science

Warsak College Peshawar
2003
Metric (Science Subjects) 

Frontier Public High School Kohat Road Peshawar

EMPLOYMENT HISTORY

· Working as Union Council Polio Officer (UCPO) funded by WHO (June 2020 till date)
Purpose
Oversee management of staff, operations, communications and surveillance activities within the overall NEAP(National Emergency Action Plan) guidance at the UC level. Act as liaison on each of the above component between Town / Tehsil / ERU and UC. Other responsibilities include working with teams to problem solve and address challenges.
Activities:
· Co-Chair UPEC (Union Council Polio Committee ) meetings

· Chair learning cycle (post-campaign review) meetings
· Ensure and support operations and communication officers develop and implement activity plans for each SIA cycle.
· Assist Town / Tehsil /  ERU management  in strategizing by communicating potential solutions to field level problems
· Support in surveillance and EPI (Expended Program on Immunization) activities

· Monitor the process of implementation of the campaign activities and provide feedback to Town/ Tehsil / ERU (Emergency Response Unit)
· Ensure and support preparation of catch-up plans for missed children and monitor implementation
· Assist District/ Town/ Tehsil / ERU staff in planning, coordinating, and organizing training sessions for UC level staff
· Ensure implementation of SIAs with special attention to hard-to-reach areas and under­ served high risk populations

· Train and supervise UC level operations and communications officers and Area Supervisors
· Submit desk and field validated area level micro-plans, UC micro-plans, communication plans, daily pre- and intra- campaign data to Town/ Tehsil / ERU offices
· Implement operations, communications, and surveillance strategies and activities communicated from Town/ Tehsil / ERU
· Support communication officer in developing and execution of social mobilization plans developed in light of the learning cycle meetings.
· Support vaccinators in developing and execution of outreach activity plans and REC micro­ plans
· Worked as Union Council Communication Officer ( UCCO) funded by Unicef Nov 2011 To May 2020 

· Communication Base strategy to aware community through engagement sessions with all stake Holders (Political, Religious, HCP, Aman Committee & CBO) at UC level.

· To create as Bridge with Govt Department’s and within our Dept.  

· To Create Awareness in the Community regarding Health Services.
· To Create Demand and sensitize Community Trust for Vaccination (OPV+RI).

· To Support with all Stake Holders working at District & Union Council level.
2015 To Sept 2019

CBV (Community Based Vaccination) Project.

Union Council Pawaka

· Community base vaccination & Mobilization.
· Local female hired at locality to aware community regarding PEI.

· Focus on RI/EI Activities with EPI Tech.

· AFP Surveillance at area level.   
PROJECTS
Report on “Effect of Terrorism on Employee Stress (A Case of District Peshawar)”
Project Assignment’s

Postal Group of Pakistan and study area of Post Office Peshawar

Internal Disperse People (IDP’s)

Overview on Muree Pipe Line Project

Swot analysis of Ufone

BSC level Project

Two Week Social Work Tour to Kalam

Brief IT SKILLS Summary

Advance level knowledge of Microsoft Office 2007. Regular use of MS Work, MS Excel, MS Outlook, MS PowerPoint, MS Visio.

KEY ACHIEVEMENTS
Sports activates Award - Institute of Management Science (IMSci) - 2010
Social Work Award - Edwards College - 2006
INTERESTS

Travelling, Welfare Activities, Reading books and newspapers, keeping up to date with world’s business and relationship, Sports such as cricket and football.
REFEREES

References will be provided upon request.
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