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DIL JAN
Village Himmat Tehsil & District Dera Ismail Khan

Mob: 0340,0357959 

E-Mail: diljan_dil@yahoo.com ; Skype Id: dil.jan207
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To be a competent Development sector with focused approach in a Leading Organization and doing challenging Projects, from inception to the completion, utilizing prior experience and demonstrated expertise in, Data Management & Monitoring, Quantity Surveying.
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· Have 9+ year of experience in the field of Data management, Monitoring & social support

· Post graduate, Diploma in QS and Auto CAD with excellent computer skills

· Good team player with multitasking capabilities

· Having good communication and interpersonal skills

· Good organizational and motivational skills

· Excellent time management skills and can meet deadlines without compromising quality

· Pleasing and presentable appearance with strong character.


· Financial and commercial acumen 

· Organization and project management skills 

· Good communication and negotiation 

· Computer literacy & Ability to analyze 

· Detailed legal and construction knowledge 

· Confidence and assertiveness 

· Good people skills. & Data management


Data Analyst (ICCM) FPHC
From July-2023 to Dec- 2023. (D I Khan)

· Data collection & punching of Malaria cases.

· Monthly review meeting at health facility.

· Coordinates conduct field monitoring of the implementing partners (different departments for which third-party is providing funds for projects). 
· Maintain logistic record of daily activities.

· Data analysis

· Data cleaning

· Report writing

· Team Management

· Manage the flow of day-to-day operations.


Social Organizer (FFA) BEST PAK

From March-2023 to Jun-2023. (D I Khan)

· Assessment the activities in target villages. 

· Data collection of Beneficiaries cash for work.

· Identification of flood effected families.

· Distribution of cash in affected families

· Report writing

· Team Management

· Manage the flow of day-to-day operations.


Field Monitor (CBT) BEST PAK

From Nov-2022 to 15 Feb 2023. (D I Khan)

·  Conduct regular field visits as per travel plan with the expectation to spend around 90% of their time in the field.

· Validate the Flood affected beneficiary’s data.
· Data verification and validation for Progress Updating Report, a donor required report

· Develop performance based presentations for providing inputs to management to make further decisions

· Capacity building of staff for monitoring/supervision and evaluation of implementing partners

· Report writing and communication skills

· Field Monitors to act in accordance with highest standards of ethics and code of conduct. 


Field Monitor  (Polio) Micro Merger (Pvt.) Ltd
From Jan 2022 to 31 Oct 2022. (D I Khan)

·  Conduct regular field visits as per travel plan with the expectation to spend around 90% of their time in the field.
· Coordinates conduct field monitoring of the implementing partners (different departments for which third-party is providing funds for projects). 
· The Field Monitors will move in their earmarked geographic area. However, each of the field monitor can be asked to work in any district in the province. 
· Field Monitor will follow the checklists prepared in coordination with third-party and will report back daily (or as agreed with third-party) to Monitoring & Reporting Officer and Provincial Field Coordinator with findings, as per the approved schedule of reporting and field visits. 
· The field monitors will be deployed in the field in form of teams. 
· Field Monitors to act in accordance with highest standards of ethics and code of conduct. 
· Teams will document a case study, lesson learned or any good practice in their respective area (one for each month). All these documents will be shared in form of a comprehensive report every month
.

M & E Officer (PMU-TB) Indus Health Network

From July 2020 to 31March 2021. (Peshawar)

·  Support revision and updating of M&E tools and Plan

· Facilitate Implementation of M&E plans in context of project requirements

· Capacity building of staff for monitoring/supervision and evaluation of implementing partners

· Extensive field travel to peripheral assigned districts

· Participate in development of M&E tools and checklists for different activities and provide technical Support for development of M&E plan for SRs, reporting lines, analysis and feedback mechanisms.

·  Data verification and validation for Progress Updating Report (PU), a donor required report

·  Develop performance based presentations for providing inputs to management to make further decisions

·  Support in performance evaluation and appraisal of all activities

·  Monitoring / Supervision &amp; evaluation activities in field, desk and operation levels.

· Report writing and communication skills


Social Support Officer Global Fund (PMU-TB) Indus Health Network

From May 2017 to 13 July 2020 (Head Office Karachi)

· To ensure verification of food basket/Easy Paisa and conveyance voucher received from all PMDT sites and also verify it through Consent form, CNIC and ENRS

· To compile the final data and forward it to finance

·  To ensure separate record keeping of food basket and conveyance voucher

· To compile advance request of all patients and taking approval from signing authority and submit it to finance within given time

·  Reconcile all the received data from PMDT Sites 

· Compile verified data and submit it to finance department

· Responsible to send food basket voucher to site and maintain the record


· Maintain transparent procedures for all social support activities i.e. food baskets and travel reimbursements

· Monitoring field visits and make phone calls to patients to ensure disbursement of food baskets and Travel Incentive  

· Coordination with Dot facilitator, filed team and relevant departments

· Maintain of Record in an auditable manner.

· Weekly presentation on updates of social support

· Assignments / tasks provided Social Support coordinator & PMDT Site Manager 

Data Base & Documentation Assistant (WASH)
(Sanghar) From August -2014 to November 2014.

· Entering and maintaining beneficiary profile 

· Reporting errors in the database to seniors on daily basis for timely rectification.

· Preparation and Maintenance of records in physical files.

· Prepare and share daily, weekly and monthly progress report

· Maintenance of data base of field based activities in line with reporting formats

· Preparation of documentation and maintenance of records

· Preparation of program presentation and updating on regular basis 

· Work Plan preparation

· Attend coordination meetings and training 


· Compilation, editing of research data and Maintenance of data base in line with reporting formats 

· Prepare and share daily, weekly and monthly progress report 

· Preparation of program presentation and updating on regular basis 

· Prepare and share feedback based on analysis of data in line with project targets 

· To keep track record of project data in line with set indicators 

· Prepare graphic presentation of the data on monthly basis for facilities 

· Attend coordination meetings and training 

· Conduct field visits for data verification 

· Supervision of data entry and cross checking, verification of data at field office.

· Weekly, monthly, quarterly and reporting

· Staff training on data entry and verification

· Project presentation updated

· Data record updated as per standard tools

· Files and documents well be maintained.


      NIS Assistant / Program Assistant


     (Sanghar) From Jan -2012 to 30 September 2012.
· Operating the UNICEF software on daily bases;

· Preparation of program presentation and updating on regular basis;

· Update follow up data on the basis of daily consultation in respective forms/ tally sheets; 

· Daily completion of data and weekly reporting on appropriate reporting tools;

· Emergency Working;

· Prepare & share daily, weekly and monthly progress report on Nutrition Program;

· Preparing the Nutrition output tracker;  

· Maintenance of data base of beneficiaries and other relevant data;

· Time Sheets Record;

· Preparing the new Data Base according to any kind of data;

· Work Plan preparation;

· Coordinate with Project co-coordinator and Senior co-coordinator;

· Properly reporting of programmed progress in data forms;

· Effort Report on quarterly basis;

· Tracking the Significant variables/factors/activities of the programmed and reporting on them;

Project Management\Monitoring Assistant.                                 

QUICK IMPACT PROJECT SOUTH WAZIRISTAN AGINCY (TANK TO WANA ROAD)

(Frontier Works Organization (F.W.O) from April-2010 to September 2011.

· Manage overall project activity in online management system (EPMS);

· Manage to the Contractor payment on monthly bases;

· Preparing the In term Payment certificate (IPC);

· Preparing the daily progress report;

· Preparing the monthly project monitoring report;

· Preparing the project presentation;

· Monitor all the project activities;

· Check & balance of all expenditure of the project;


· Master in Science (MSc-Economic), Pakistan. 

· Bachelor in Science (BSc-Math)

· Diploma in Quantity Survey, Pakistan &Diploma in AutoCAD, Pakistan.


· SPSS (Statistically Package for Social Sciences) & E_views 

· E_PMS (Electronic Project Management / Monitoring System) ( FWO)

· Nutrition information System (UNICEF Software)

· Auto CAD 2D & 3D

· Internet, Email , Browsing ,Ms Office, Operating System Installation, Handling any software, etc.


· English, Pushto, Urdu, Saraiki, Hindko, Sindhi, Punjabi. (Linguistic Skills)

· English, Urdu. (Report Writing)


· Monitoring Assessments and Reporting- (From: International Federation of Red

· Cross & Red Crescent Societies).

· NIS Training (From: UNICEF @ WFP) (2012)


· Nationality                                                     :                     Pakistani

· Religion                                                         :                     Islam  

· Date of Birth                                                  :                     5th April 1985


· Amir Zaman

Provincial  Coordinator

Micromerjer                                                              (KPK-Polio)

Contact Number:-03469196805

Email ID:   aamirzaman346@gmail.com

· Ehtisham Ul Haq   
Nutrition Coordinator                                                    KPK                                                                                                                                                
            Contact: 0345-951485

           Email ID :ihtisham.aup@yahoo.com
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Data Base Officer (Research Project)              


  (Jacobabad) From May -2013 to 31 December 2013.
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