	Farhat Saeed
House #G-2/1-B, Near Altamsh Dental College, Defence Karachi,

Sindh-Pakistan.
E-mail: farhat_sk@hotmail.com                       Cell:    +92-333-7899321
           
	             


	Object:
	To achieve perfection at Professional and Corporate level, by well directed analysis and utilization of values and experience, with a team of professionals in an organization offering dynamic environment and opportunities.

	
	

	Education:
	

	Master’s In Computer Science
	M.Sc (Hons) In Computer Science,
University of Sindh, Jamshoro, Sindh. 

Year of Passing 2002.
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	5 Years Plus, experience in Social Development Sector, Non-Profit Organization (iNGOs).
Data Analyst,
Secours Islamique FARANCE, Pakistan

Database

10th of May, 2024 to 30th of June, 2024.

My major responsibilities are as under.

· Compulsorily respect GDPR (General Data Protection Regulation).

· Share data only with the authorized staff within the organization.

· Assist MEAL unit in data collection, data cleaning and data consolidation related to surveys, assessments and project activities as well as direct and indirect beneficiaries.

· Ability to ensure quality data processing and identifying and addressing issues with gathered data.

· Liaise with the MEAL and program teams in the field and provide technical and procedural assistance where required.

· Possess ability to manage and supervise data entry and analysis process and to maintain beneficiaries’ dashboard in the field to meet mandatory project deadlines.

· Respond to information requested from Provincial & Country Office MEAL unit by field teams and SIF headquarters as well as donor.

· Possess strong skills to work on database tools especially on MS ACCESS, MS Excel and SPSS and others. Knowledge and expertise in Pivot tables cross tabulation and slicers and bi-variate modeling are a must.

Data Entry Operator, Grade:5-D
Legal Aid Society (LAS), -Sindh Legal Advisory Call Centre (SLACC),
MIS / IT Unit (Dept.)

Since 2021 September to 17th of February 2024.
Major responsibilities are as under:-
· Gathering, collating, and preparing documents, materials, and information for data entry.

· Sort, organize and store paperwork after entering data

· Exporting data reports, spreadsheets, and documents as needed.

· Conducting research to obtain information for incomplete documents and materials.

· Creating digital documents from paper or dictation.

· Reviewing all documents and information for accuracy and informing the supervisor of any errors or inconsistencies.

· Capturing data into digital databases and performing regular backups.

· Updating and maintaining databases, archives, and filing systems.

· Monitoring and reviewing databases and correcting errors or inconsistencies.

· Performing clerical duties such as filing, monitoring office supplies, scanning, and printing as needed

· Transfer data from paper formats into database systems

· Create and manage spreadsheets with large numbers of figures

· Perform regular backups to ensure data preservation

· Verify data by comparing it to source documents

· Respond to requests for information and access relevant files/ Retrieve data as requested

· Comply with data integrity and security policies

Area Database Assistant,

Agency for Technical Cooperation and Development (ACTED), Pakistan Sindh.
MIS Database

23rd of September, 2020 To 31st of March,2021
Major responsibilities are as under:-
A.     Development of Information Collection Mechanisms-To input data into ACCESS database for data entry;
B.     Data Analysis-To analyze data as per demand of AMEU coordinator / Programme Coordinator;
C.     Preparation, conception and production of maps
To monitor accuracy of data collected;
D.     Reporting-To work according to the priorities set by the database officer;
Data Entry Assistant,

ACF, Action Against Hunger, Pakistan.

Integrated SMART Assessment Methodologies (Program for Improved Nutrition in Sindh (PINS) Nutrition Specific Component.

8/02/2019 To 31/04/2019

· Handling of ENA Software and excel based data entry tools and troubleshooting;
· Make sure regular collection of data collected by enumeration team through after validation of field officer;

· Identify data errors and share with team through field officer;
· To Share periodic database with MEAL Officer / Manager for data quality audit;
· To Provide analysis of achievement by sampling methodology; and any other task assign by supervisor.
NIS Assistant,

People’s Primary Healthcare Initiative, Sindh.

Nutrition 

29-11-2017 to 30-09-2018.

· Consolidate the daily nutrition data from the field staff and enter into NIS for weekly/ monthly reporting.
· Elaborate statistics tables to sort and cross the data.
· Check the quality of the data to be entered and inform the immediate supervisor of any problems.
· Backup all databases and project documents.
· Provide lists of ongoing beneficiaries to field staff on monthly basis extracted from NIS.
Consultant Data Entry & Quality Control,

Trócaire, Islamabad, Pakistan.
MEAL,

Program Review for External Evaluation by carrying out an Assessment of GBV Program.
· Summarize the entered data in the form of a report.
· Responsible for cross-checking and entering data collected by the team.
· Record keeping of all the hard data and maintaining it.

· Calculate the time needed for data entry.
Data Entry Operator,

Secours Islamique FARANCE, Pakistan

Database

31-8-2016 to 30-12-2016.

My major responsibilities are as under.

· Establish databases and analytical templates for data entry, summary, and presentation.

· Calculate the time needed for data entry and keep your immediate supervisor informed of its progress.
· Summarize the entered data in the form of a report.

· Backup all databases and project documents.
· Save the data entries regularly as well as the statistical results.
Consultant Data Quality Control,

World Vision International, Pakistan

MEAL,

01-12-2015 to 07-12-2015.

· Summarize the entered data in the form of a report.

· Responsible for cross-checking and entering data collected by the team.
· Record keeping of all the hard data and maintaining it.

· Calculate the time needed for data entry.
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	Database Assistant,
International Rescue Committee, Pakistan
Database & M&E,
1st of December 2012 to 31st of March 2015.

My major responsibilities are as under.
· Work as part of a project team to enter the data in the database and support database development

· Provide assistance to team in preparation of different formats and tools

· Responsible for cross-checking and entering data collected by the team
· Ensure regular entry and filing of data into the database
· Analyze and report regularly to the managers on the progress and inaccuracies of the data

· Ensure that the data of the hard copies are returned to the respective teams and the ambiguous data forms returned to the respective team member for accuracy

· Produce and file statistical and graphical weekly and monthly reports to be submitted

· Answer any queries on database use and management, as appropriate

· Record keeping of all the hard data and maintaining it

· Any other task assigned by supervisor.
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Working Experience

Trainings, 

attended:

	Data Entry Operator,
Agency for Technical Cooperation and Development (ACTED) , Pakistan
MIS Database
5th of April, 2012 to 30th of November 2012.

My major responsibilities are as under.

· To develop distribution sheets for program teams;
· To ensure regular gathering of data collected by AME Monitors and of distribution sheets;
· To ensure accurate and timely entry of data into the database;
· To ensure proper filing of data
· work according to the priorities set by Database Officer/Supervisor;
· To report to the Database Officer/Supervisor at frequent and regular intervals on the progress of data entry and any outstanding inaccuracies and / or discrepancies.
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	· One Day Career Development Training 13th March 2011 @Hyderabad Press Club Hall by Fast Youth Network Development-NGO-FYND Hyderabad. 1st January 2010. Registered under the Societies Act XXI 1860 of Pakistan REGD: 6219.
· One Day Training on “Effective Communication Skills " Lead to Leadership @ Pizza Piper Hall Hyderabad Sunday 15th July 2012. By Fast Youth Network Development-NGO-FYND Hyderabad. Regd: 6219 
· One Day Training "Food Security Assessment" held in Sukkur on dated 05th of December, 2012 by FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS. 
· 4th All Pakistan Prof. A.L. Shaikh Inter varsity Software Competition and Exhibition. (Designing Software “Website of Northern Areas”).
· 6 Days FOOD SECURITY ASSESSMENT @Dist: ShikarPur.
· Individual Member of World Wide Fund For Nature- Pakistan. 



	Skills:


	· Well literate with Microsoft Office, Internet applications, Internet software’s. Computer hardware assembling, software installations.
· Excellent typing speed in English.

· Good management, leadership & Problem solving qualities.

· Excellent Skills as well as the ability to work independently

	HOBBIES


	· Swimming, Traveling, Visiting Historical Places and Reading Book.

	Strengths:
	Able to react effectively under stress and emergencies, have strong interpersonal skills and willing to achieve demanding goals along with being dedicated, responsible and sincere. I am able to meet deadlines and also like to be assigned challenging job. Strong time management and organizational capacity, Having good English speaking and writing skills.
· Extra Qualification in Computer Skills & Solid understanding of the Computer Software.

“A” Office Automation Software Tools Course

From: NBP-CTI Reg: by S.B.T.E (Karachi)

Web Page Designing Course

From: New Trand Computer (Hyderabad)

Computer Language

From: Hi-Tech Computer (Hyderabad)

Internet Course

From: Petro Link Computer (Hyderabad)

CCNA @Cisco Certified Network Associate
From: Szabist GOR Colony Hyderabad under BBSYDP Phase IV


	

	Personal Profile:



	Father Name:
	Faqir Muhammad

	Date of Birth

Passport No

Driving License

Domicile & Dist:
	07th of March, 1979
CD5979951

47609/MPS

Sindh & Mirpurkhas

	Religion:
	Islam

	Marital Status:
	Married

	Nationality:
	Pakistani

	SNIC Number:

	44103-3620995-9


	Language Proficiency:
References:
	English, Urdu, Marwari, Sindhi, & functional Panjabi.
1.Mr.Justice Khilji Arif Hussain,
Managing Director MICADR,

Former Judge Supreme Court of Pakistan

Chief Legal Advisor (LAS), & (SLACC)
Karachi, Sindh, Pakistan.
E-mail ID: arifkhilji22@gmail.com
+92-321-3000660.
2.Mr.MUZAFFER HUSAIN PANHWAR,

Head of Quality Assurance,

Aiming Change For Tomorrow, International Organization, 

Pakistan.

E-mail ID: muzaffaract-international.org@

+92-331-3078008.

3.Mr. AKHTAR ALI,

Manager, (MIS), (PPHI),
Nutrition Cell, Head Office, Karachi, Sindh.
E-mail ID: mgrmis.nut@pphisindh.org.pk
+92- 333-2734753.
4.Mr.Irfan Ali Jokhio,

Area Database Officer, (ACTED),
Kandkot, North-Sindh, Pakistan.

E-mail ID: Irfan.ali@acted.org
+92-331-3268068.
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