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Arshad Khan


	
	        As a dedicated and results-driven professional, I am seeking a challenging Program & Operations position in Social sector where I can leverage my passion for social impact and my extensive experience in project management, strategic planning, and organizational leadership. My objective is to contribute my skills and expertise to drive operational excellence, enhance program effectiveness, and facilitate positive change in the communities served by the organization. I am committed to supporting the mission and values of organization, & my aim is to create sustainable and meaningful solutions that address critical social and humanitarian issues while fostering growth, innovation, and collaboration within the organization.


( MEAL Officer

July 2023 till to date, working as MEAL Officer with Strengthening Participatory Organization (SPO), District Sohbatpur; Balochistan.
Responsible for the monitoring and evaluation of program activities, with a focus on providing unbiased, realistic and meaningful information to stakeholders (management, donors etc.) in order to ensure accountability and continuous improvement, by actively incorporating key learnings into future activities.  The MEAL Officer is also responsible for developing and/or assisting the Senior MEAL Officer (NC) in developing MEAL plans and frameworks, and maintaining already existing MEAL frameworks, as well as ensuring that the organization’s MIS stays current with project data, at all times.
Key responsibilities include but are not limited to designing monitoring and evaluation tools, planning surveys or evaluations, analyzing and reporting quantitative and qualitative M&E data, and working with project team to build their capacity.

Technical Assistance:

· Responsible for providing technical monitoring and evaluation support to program teams and overseeing all M&E plans for programs

· Ensure timely monthly, quarterly annual reporting of Project

· Develop and ensure adherence to a detailed implementation plan for M&E activities with Support of Senior MEAL Officer-NC

· Develop project related qualitative and quantitative M&E tools with the technical support from Senior MEAL Officer-NC

· To train the project staff in using relevant M&E data tools for the improvement of program activities.

· Catalogue lessons learned and achievements in the field for better project designing and decision making, and for donor reporting and cultivation.

· Work with the Senior MEAL Officer- NC to identify opportunities to strengthen the office’s overall monitoring, evaluation, accountability, and learning activities.

· Adhere SPO Policies and Procedures

Program Management & Implementation:

· Support the Regional Manager/Project Manager and Senior MEAL Officer- NC in his/her functions to oversee and manage program implementation functions, including budget and finance management, work planning, monitoring and evaluation and reporting functions.

· Support the Regional Manager and Senior MEAL Officer- NC in his/her functions to coordinate and manage the overall quality delivery of the program in an effective and efficient manner.

· Assist in preparing annual work plans & budget in line with the program outputs and objectives.

· Provide strategic guidance on activity planning, implementation strategies and future program orientation

· Carry out any other activities as assigned by the supervisor

Other responsibilities and desired skills:

· Promotes a knowledge-sharing and learning culture in the organization
· In-depth knowledge of development issues capacity to learn and manage
· Knowledge management, frequent reporting and drafting policy briefs for stakeholders
· Participate in the SPO program planning and review meetings if needed
· Participate in professional development training as identified and approved by the Supervisor
· Carry out any other project relevant activities as assigned by the supervisor
( Emergency Coordinator

July 2022 to June 2023, worked as Emergency Coordinator with Pak Rural Development Program (PRDP), provided emergency relief items (Tents, Hygiene Kits (Men & Women), NFI Kits & Food Hampers to Monsoon Flood affected areas in Sindh Province. 
Below are the responsibilities of the job:

· Conduct coordination meetings with PDMA; Sindh to assign most vulnerable flood affected communities/ areas of Sindh Province
· Conduct coordination meeting local administration of assigned districts by PDMA, brief them about the project activities
· Follow procedures of local administration to issue NOC at district level
· Make assessment/ registration of beneficiaries in targeted villages
· Share final list of selected beneficiaries with local administration
· Check quality & quantity of relief items received from vendors
· Ensure proper storage of relief items in warehouse
· Make distribution plan for distribution of relief items
· Finalize distribution points easily accessible to beneficiaries, after consultation with local administration
· Ensure all arrangements for distribution timely
· Share activities progress report with PRDP head office on daily basis
· Share activities progress with PDMA & local administration on regular basis
· Share & endorse final list of distribution from local administration & PDMA as well
· Any other task assign by the supervisor related to project & its activities

( Supervisor

January 2020 to December 2020, worked as Supervisor with Japan Emergency NGO (JEN), 
Below are the responsibilities of the job:

· Assist Field Engineer in the identification of schools and health facilities for implementation of project activities

· Responsible that the selected vendors implement the schemes as per agreed work plan, BoQs and drawings

· Responsible for supervision, monitoring and reporting of the field activities

· Ensuring proper coordination with contractors and their representatives for the smooth functioning of construction activities

· Conduct daily field visits to monitor progress and quality of work

· Assist Field Engineer by sharing progress reports of the tarsgeted construction sites

· Assist Field Engineer by compiling all the essential technical documents of the projects activities
· Report findings from the field to the Field Engineer including community conflicts, recommendations, preparing daily reports, blogs, case studies and newsletters 

· Submit report to the Field Engineer on prescribed format on daily basis
· Draft and Submit a part of final report upon the completion of the project to the Project Manager whenever requested
· Provide necessary information to the Field Engineer whenever needed or requested
· Perform any other duty as may be requested in the field as well
( Social Mobilizer
July 2018 till December 2018, worked as Social Mobilizer with Strengthening Participatory Organization (SPO); TDEA-FAFEN Citizen’s Voice Project (Women NIC & Voter Registration Campaign) at Tehsil Charsadda
Below are the responsibilities of the job:

· Assist PM for smooth execution of district/tehsil level activities, including following areas:

· Identification of reasons of women’s NIC and voter under registration in the assigned communities
· Finalization of community mobilization plans

· Listing of unregistered women through door-to-door campaign
· Mobilization of women for NIC and voter registration

· Facilitation of women for NIC and voter registration

· Coordinate & arrange meetings with ECP, NADRA, DVEC, office bearers of political parties, district & local government officials & influential in the assigned communities to facilitate NIC registration process

· Identify & recruit youth volunteers & provide them one-day orientation

· Arrange & correspond for meetings with NADRA for facilitation/ MRV request

· Contribution in timely submission of all relevant MOV’s against respective activities (such as block wise lists of non CNIC holder females, event reports, assessments, attendance sheets, photographs, media briefings, scan copies of tokens etc.) & as identified in the mile-stone schedule on WNVRC-GMIS

· Assist the volunteer for progress of the relevant activities, as per Statement of Work(SoW)

· Ensure all targets are timely achieved in the assigned district/ tehsil

· Participate & ensure 100% attendance in trainings, sessions/ forums conducted for Women CNIC & Voter Registration Project
· Any other task assigned by the supervisor
( Agency Coordinator


July 2017 till December 2017, worked as Agency Coordinator with Poverty Alliance Welfare Trust (PAWT), at Kurram Agency Office (Warehouse Management project).

Below are the responsibilities of the job:

· Improve enrollment of children through distribution of FFE (Food for Education) commodities to enrolled children in 309 targeted schools of Kurram Agency

· Improve health conditions of malnourished children, pregnant & lactating women
· Established good liaison with officials of Agency Education Department, Health department, political administration and army

· Receive food commodities at agency warehouse & acknowledge receiving to WFP

· Make correspondence with education & health department focal persons to take distribution approval from them

· Submit education & health focal person approval to the office political administration to process Rahdari

· Making logistics arrangements for distribution

· Share DSMR (Daily Stock Movement Report) on daily basis with PAWT-peshawar office as well as with WFP concern officials

· On completion of distribution; sign distribution summary from Education & Health Deptt. Focal person & dispatch it to PAWT-Peshawar of to be submitted to WFP office for expenditure claim

· Any other task assigned by PM related to improve the implantation of project activities in the agency
( Project Coordinator
November 2016 till June 2017, worked as Project Coordinator with Frontier Organization for Reforms & Transformation (FORT), PHPF funded Education project based at Orakzai Agency.
Below are the responsibilities of the job:

· Responsible for the supervision and operation of the emergency response program for TDPs in Orakzai Agency; FATA
· Assist the Executive Director & PM in coordination for project implementation in education sector

· Sitting Work plans, field planning, project management, survey supervision, program activities & reporting
·  Playing a bridging role in between the head office and field staff on the one hand and between the management and line agencies on the other 
· Supervise field staff based at Orakzai agency

· Supervise all field activities of the project

· Support filed staff in implementing project activities in Orakzai agency

· Share daily/ weekly/ monthly filed activities progress reports with main office

· Establish good liaison with all stakeholders

· Ensure active participation of line department in all field activities

· Participate in coordination meetings arranged by Donor, Pak Army, Political Administration

· Share progress report with all stakeholders on regular basis
( Team Leader/ Social Organizer

March 2015 to October 2016, worked as Team Leader/ Social Organizer with Hayat Foundation Pakistan, UNICEF funded Education project based at South Waziristan Agency.
Below are the responsibilities of the job:
· Lead SWA team & make correspondence with all stake holders (Pak Army, Political Administration, FDMA, and Education Deptt. SWA etc.

· Share project progress with all stake holders on regular basis

· Represent HF in all meetings arranged by stake holders

· Serve as the primary point of contact between the program and beneficiaries
· Responsible for identification of school/out of school IDP’s children with proper documentation
· Responsible for providing facilitation to School Councils, teachers and education department

· Responsible for community mobilization for improved accessibility, increased enrolment of IDPs children in school and reducing dropout

· Responsible for social mobilization and involving communities in the project activities

· Conduct the trainings with communities and children

· Follow instructions/guidelines given by the Project Manager

· Facilitate and monitor the working as well as performance of teachers (evening teachers & supported teachers etc.)

· Follow weekly planning and monitoring system to get the required results

· Conduct assessment, facilitate in evaluation and perform other related activities
· Responsible to form/strengthen SC and support in their capacity building and advocacy activities
· Perform the project activities at Agency level, according to schedule/instruction given by the Project Manager
· Get the information from all concern/to fill the formats to update the record
· Prepare daily/weekly/monthly reports according to needs of project

· Perform other related activities/duties according to project requirements
( Team Assistant
January 2015 to February 2015, worked as Team Assistant with World Health Organization.

Below are the responsibilities of the job:

· Receives & screens correspondence and provide necessary back-up information & maintain the record of various activities organized by the campaign cell
· Drafts and prepares correspondence of routine nature for the supervisor's signatures, checking enclosures and addresses etc.
· Arrange appointments, receives visitors, screen telephone calls, respond to routine requests for information
· Make travel and security clearance arrangements for the staff working in campaign cell.

· Assist in preparing logistic and training plan for SIAs; draft various letters to be signed by the NPM, regarding various Campaign related activities
· Assist in following up with provincial and districts levels the receipts of all logistic items for every SIA to ensure the running of the activity
· Assist in sending different social mobilization, communications, training and campaign related materials along with vaccine and follow up its delivery to the quarts concerned
· Assist in getting reported coverage from all the districts and its compilation and assist in organizing various meeting arranged by PEI
· Perform general secretarial and administrative duties as required
( Project Assistant- Monitoring & Evaluation
Sept. 2014 to Dec. 2014, worked as Project Assistant- Monitoring & Evaluation with Norwegian Refugee Council (NRC).
Below are the responsibilities of the job:

· Support and contribute to the development of a data management system through documentation, implementation and coordination of standardizes information flow of M&E activities and reporting

· Support in standardizing M&E across projects

· Assist in Implementing work plan of the M&E unit in NRC Pakistan

· Assist in developing tools & templates to be used for measuring impact of each core competency

· Guide M&E staff in review monitoring reports, analyze them for impact evaluation

· Collaborate with staff on qualitative monitoring to provide relevant information for ongoing evaluation of project activities, effects & impacts

· Ensure that, in general, project monitoring arrangements comply with the projects documents and in particular, the provisions of this project documents are fully observed in the M&E strategy

· Organize (and provide) refresher training in M&E for project staff, including local organizations and primary stakeholders if needed

· Plan for regular opportunities to identify lessons learned and implications for the project’s next steps. Participate in these events when possible

· Prepare reports on M&E findings, as required

· Undertake regular field visits to the field to support implementation of M&E and to identify where adaptations might be needed

· Liaise with peer organizations and M&E staff in partner agencies to facilitate lessons learned and coordination
( Hygiene Promoter
July 2013 to Aug. 2014, Worked as Hygiene Promoter with ACF International.
Below are the responsibilities of the job:
· Help plan activities to reduce WASH-related risks
· Collect data from Community and prepare regular reports on activities and WASH conditions for monitoring
· Coordinate with water supply and sanitation field staff to ensure that the various aspects of the WASH Program are integrated
· Respect and make respected ACF security rules
· Help plan and carry out (participate) in baseline assessments
· Development of hygiene promotion topics, hygiene sessions and IEC materials
· Ensuring the nutrition component to be integrated in the hygiene promotion sessions
· Promote safe WASH practices, including appropriate use and maintenance of WASH facilities and services
· Ensure that action is taken to mitigate priority water and sanitation related health risks
· Facilitate appropriate community involvement in the design and delivery of essential WASH services and facilities
· Perform other work - related duties and responsibilities as may be assigned by the supervisor
( Distribution Assistant
January 2011 to June 2013, Worked as Distribution Assistant with Norwegian Refugee Council (NRC).

Below are the responsibilities of the job:
· Assisting vulnerable members of the displaced population

· Planning the distribution

· Explaining the distribution process to the overall camp population

· Managing the crowd during the event
· Ensure overall coordination between the distribution agencies, camp residents

& distribution committees, and local authorities

· Monitor the camp community’s needs and gaps, with a particular focus on

The needs of persons with specific needs and those at risk

· Coordinate the security arrangements for distributions with the relevant

Authorities

· Establish a post-distribution monitoring system to evaluate the effectiveness

And quality of items distributed

· Update and circulate demographic data on the camp population (changes

In births, deaths, new arrivals or departures, as well as specific emerging

Needs) to the distribution agencies
·  Advertise NFI distribution times, locations or changes in NFI kit to the camp population
· Set up camp distribution committees

· M.A (I.R)


2017

University of Peshawar
· B.C.S



2004

A.I.O.U (Islamabad)
· F.Sc (Pre-Eng.)

2000

B.I.S.E (Peshawar)
· SSC (Science Group)
1998                B.I.S.E (Peshawar)

· ​​​MS- Word
· MS-Excel
· MS-Power Point
· SDMS/ IDIMS

· Works collaboratively internally and externally to achieve goals

· Provides input and feedback to Underwriting Leadership for continuous process improvement
· Fills in for other team members to ensure continuity during peak periods and when team members are unavailable

· Good in English & Fluent in Urdu & Pashtu (Read, Write & Speak

· Date of Birth: 

April 15th, 1982
· Domicile: 

            Charsadda; Khyber Pakhtunkhwa, Pakistan
· CNIC Number:

17101-0391704-1
· Passport Number:

SV4117042
· Marital Status: 

Married
· Permanent Address: 
Mohallah Mohammad Zai, Village & P.O Rjjar, Tehsil   




& Distt. Charsadda, Khyber Pakhtunkhwa, Pakistan
· Postal Address:           
Mohallah Mohammad Zai, Village & P.O Rjjar, Tehsil
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