KHALIL AHMED
Flat No 310 Dream View Apartment 
Naseem Nagar Qasimabad, Hyderabad

Career Objective 
Working in a progressive organization offering challenging career opportunities and a congenial work environment to become an excellent professional & excel in my field.
Academic
Bachelor of Science in Information Technology (Hons)-2011 with (3.49 CGPA)

Sindh Agriculture University TandoJam, Sindh, Pakistan
Employment History
	Feb 2019
 onwards

Jun 2014 Aug 2018
Jul 2013 Jun 2014

Jul 2012 Jul 2013 


	Working with PPHI Sindh as a Data Processing Assistant  in AAP Health Project, Funded by Govt of Sindh
Responsibilities and Achievements:
· Consolidate the daily nutrition data from the field staff and enter into NMIS for weekly and monthly reporting.
· Establish relative databases and analytical templates for other data entry, summary, and presentations.
· Check the quality of the data to be entered and inform the immediate supervisor of any problems.
· Prepare monitoring Plans (TFP - AFP) for field Activities

· Prepare Monthly Progress Reports and Monthly Narrative Reports.

· To compile Data validation Tool, LQS tools and Field visit Checklist 

· To prepare and share the successful stories and QRMs via Dropbox tools.
· Input the data from the various tools in the agreed-upon format
· Organizing suitable surveys to identify the SAM Beneficiaries.

· To design and develop IEC Materials and Manuals for the capacity of Staff.
· Summarize the entered data in the form of a report.

· Analyze the data as per the requirement of the assessment and Survey.
· Elaborate statistics tables to sort and cross the data.
· Propose improvements in data collection.

· Identifying errors/problems in transfers and relapses of patients and giving relevant feedback.

· Maintain and manage IT Infrastructure including, Hardware, Software and Networks. 
· Installation, Configuration and Troubleshooting of computer hardware and Software Applications.
· Backup all databases and project documents.

· Manage data, formats and standard reports in such a way which can be easily and quickly retrieved.

· To take the initiative to improve data collection tools and databases.
· Assist in organizing sessions and training inside the District Office and at the community level.
· Assist with Financial Data Entry and General bookkeeping.

· Assist in the preparation of financial statements and reports.
· Assist in creating Comparative, Purchase Orders and GRN as well.

· To liaison and make necessary arrangements for DCCN Meetings with different partners and stakeholders.

Worked with  Butterfly Works International, As a Master Trainer-IT/Training Coordinator in (the EQUATE Skilful Project) Funded by the European Union with the Partnership of Indus Resource Centre(IRC)
Responsibilities and Achievements:

· Delivering training sessions to internal and external teams on a wide range of IT topics including HTML, CSS, SQL, Adobe Photoshop, Adobe Illustrator, WordPress, and JavaScript.
· Conducting Focus Group Discussions (FGDs) at the Organizational level.
· Organizing suitable surveys to identify the training needs and to evaluate the current skill levels of personnel in the Organization.
· Developing and updating training manuals, handouts and materials
· To Design, Organize & deliver courses to meet the needs of all trainees
· To monitor, evaluate & review the quality/ effectiveness of training.
· To Assess the outcome of courses against training objectives
· To organize exposure visits of students and Internship opportunities for the trainees.
· To facilitate delegates on their visits.
· Co-ordinate with the trainees and their parents for the best outcomes.
· Compile pre & post-tests and monthly reports.
· To look after all kinds of administration roles, fillings and e-mails.
· Full compliance with Safety & Security requirements.
Worked with Shaheen Public H/S School as a Lecturer of Computer Science. Responsibilities and Achievements:

· Assessed individual/group training needs
· Planned, prepared and researched lessons

· Organised and promoted courses

· Developed and delivered programmes of learning activities

· Prepared teaching materials

· Invigilated examinations

· Checked and assessed students' work and giving feedback

· Maintained and upgraded computer software and hardware

· Used new technology such as distance learning or video conferencing
· Kept personal IT skills and knowledge up to date
· Coordinate all the activities and events among the students for their celebration of entertainment and some special events.
Worked as a Management Information System (MIS) Officer, in the One Room Shelter (ORS) project funded by UN IOM International.
Responsibilities and achievements: 
· Developed and maintained a system plan including operational and budget requirements and schedules. 
· Developed process improvements for increased efficiency and cost-effectiveness. 
· Prepared and managed software and hardware installations. 
· Track and monitor the security of hardware and software systems. 
· Recommended and implemented new technology solutions to improve productivity.
· Collected necessary specifications for each department and made sure that their requirements were met.
· Made BOQs for purchasing of material regarding IT procurement Provide training and necessary assistance for the employees involved in the implementation and maintenance of the software systems
· Trained the employees in using information systems and helped them understand the configuration of the systems.
· Documented the reports
· Monthly and yearly audit reports and budgeting
· Maintain and update the database as per changing requirements
· Troubleshooting of MIS when Required.



Software/Applications Skills 
· Operating System (XP, Vista, Window-7 Window-8,)
· Microsoft Office, MS Word, Excel, PowerPoint and Outlook

· Imaging and Scanning – Advanced

· Acrobat Reader 6.0 – Advanced

· Adobe Photoshop CS6, Adobe illustrator CS6 & Database Administration
· C, C++, MY SQL, JAVA, JAVA SCRIPT, HTML, CSS, VISUAL BASIC
· Teleconferencing, online/ video training, lectures etc.
Hardware Skills 

· Hardware Maintenance & Services

· Printer, Scanner, & PC troubleshooting etc.
· Installation of IT- hardware

· Configuring network.
Language:

· English 
· Urdu   
· Sindhi  
· Saraiki  
Personal Competencies
· Ability to work in a fast-paced environment to set deadlines

· Excellent oral & written correspondence with an exceptional attention

· Highly organised with a creative flair for project work

· Enthusiastic self-starter who contributes well to the team
· Good communication skills and fair English language

· Good coordination and managerial skills.

  Trainings & Achievements
· TOT at NairoBits –Kenya in 2014

· TOT at NairoBits –Kenya 1n 2016
Interests & Activities
· Feel happy to work with the social and development sector as a volunteer.

· I am also a member of WWF -Pakistan

· Cricket, Football, surfing, Arts & design, Keen towards Learning
References- In-case needed.
References will be furnished on the requirement.
Working with PPHI Sindh as a Data Processing Assistant 


Mobile: +92333 3612 279


Skype:	khalil20701


C.NIC:   45104-5769740-1


Passport: EH1167402


Marital Status: Married


LinkedIn: www.linkedin.com/in/khalil-ahmed-7089a33a


E-mail:	�HYPERLINK "../Downloads/khalil.indusbits@gmail.com"��khalil.indusbits@gmail.com�

















