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	Objective:
"I am a dedicated and results-driven professional with 6  years of experience in the nonprofit sector. My objective is to leverage my skills and passion for social change to contribute to an NGO that shares my commitment to [mention the NGO's mission or focus area, e.g., poverty alleviation, education access, environmental conservation]. I am eager to collaborate with a team of like-minded individuals to drive meaningful change and improve the lives of those in need."
Contact
Mobile #03464075794
              03321026469


EMAIL:Muhammadyaseen5@ gmail.com

 Address:OFFICE NO#7, REGAL PLAZA, M.A JINNAH ROAD, QUETTA

Personal Profile:
Father Name:        Haji Khursheed Ahmed
DOB:                      18-08-1996
Religion:                 Islam
Nationality:            Pakistani
CNIC:                     54501-2117130-1
Marital Status:       Married
Languages
· English
· Urdu
· Pashtu
· Balochi



	
	EDUCATION
BBA
(2017 – 2019)
Balochistan University of Information Technology, Engineering and Management Sciences

B.A
(2014 – 2016)
University of Balochistan (Quetta)

FSC
(2014)
Tammer-e-Nu Boys college (Quetta)

Matric
(2012)
Balochistan Board
WORK EXPERIENCE
SCSPEB
Position (Monitoring and Evaluation Officer  )
(currently working)

Job Responsibilities:
· Designed and implemented comprehensive M&E frameworks for [IRC/International Rescuee Cometti]
· Developed data collection tools, surveys, and indicators to track project progress.
· Conducted regular field visits to monitor activities and collect qualitative and quantitative data.
· Analyzed data to assess program performance, identify bottlenecks, and recommend improvements.
· Collaborated with project teams to integrate M&E findings into decision-making processes
· Prepared and presented M&E reports to stakeholders, including [mention specific stakeholders].
· Assisted in the development of M&E plans and data collection strategies.
· Contributed to the analysis of project data and the preparation of reports.
· Supported the maintenance of the project's database and documentation.
· Participated in capacity-building workshops and training sessions for staff on M&E procedures.

WORK EXPERIENCE
Child Protection Officer
Investigated and assessed cases of child abuse and neglect, ensuring a thorough understanding of each situation.
Collaborated with law enforcement, social services, and other stakeholders to coordinate interventions and protective measures for at-risk children.
Conducted comprehensive interviews with children, families, and other relevant parties to gather information and assess safety concerns.
Prepared detailed reports and documentation for legal proceedings, maintaining accuracy and confidentiality.
Advocated for the rights and well-being of children, ensuring compliance with child protection laws and policies.

(UNHCR)Afghan Refugees Commissionerate
Position (Call Centre Assistant)
Job Responsibilities:
· Handling Inbound Calls: Answering incoming calls from customers or clients and addressing their inquiries, concerns, or requests in a courteous and professional manner.
· Providing Information: Offering accurate and detailed information about services, policies, and procedures to customers. This may involve explaining product features, pricing, and availability.
· Resolving Issues: Identifying and resolving customer issues, complaints, or problems effectively and efficiently. This may include troubleshooting technical problems or providing solutions to service-related concerns.
· Handling Escalations: Escalating complex or unresolved customer issues to supervisors or higher-level support when necessary, ensuring a prompt and appropriate resolution.
· Recording Interactions: Documenting all customer interactions, including call details, customer inquiries, and resolutions, in the company's database or CRM (Customer Relationship Management) system.
· Adhering to Scripts and Guidelines: Following predefined call scripts, guidelines, and company policies to ensure consistency in customer interactions and compliance with relevant regulations.
· Meeting Performance Targets: Meeting or exceeding key performance indicators (KPIs) such as call resolution times, customer satisfaction scores, and sales targets.
· Providing Feedback: Providing feedback to supervisors or management regarding common customer issues, process improvements, or training needs.


WORK EXPERIENCE
Freelancing
Position  (Copywriting expert)
( 3 years)

Job Responsibilities:
· Developed and executed integrated content strategies across various platforms, including websites, social media, email marketing, and print materials.
· Crafted engaging and persuasive copy for product descriptions, advertisements, blog posts, and press releases, resulting in [mention specific achievements, e.g., increased website traffic, higher conversion rates].
· Collaborated closely with the marketing team to brainstorm and execute successful marketing campaigns.
· Conducted in-depth market research to understand audience preferences and industry trends.
· Edited and proofread content for grammar, style, and accuracy, ensuring brand consistency.
· Trained and mentored junior copywriters, enhancing team productivity and skills.
· Contributed to content calendar planning and ideation sessions to drive content quality and relevance.

    WORK EXPERIENCE
Position (Content writer)
( 3 years)

Job Responsibilities
· Copywriting and content creation
· SEO and keyword research
· Editing and proofreading
· Content strategy and planning
· Market research and analysis
· Brand messaging and voice development
· Social media content creation
· Strong knowledge of [specific writing tools or software]
· Worked independently with clients across diverse industries, delivering tailored content solutions.
· Crafted persuasive product descriptions, web copy, and marketing materials for e-commerce websites.
· Developed engaging blog posts, articles, and social media content that generated increased user engagement and shares.
· Conducted keyword research and SEO optimization to improve search engine rankings.
· Managed client relationships, ensuring clear communication and timely delivery of projects.

WORK EXPERIENCE
SCSPEB
Society for community strengthening and promotion of Education Balochistan
Position (Supervisor)
(March23 to April2023)

Job Responsibilities:
· Led the planning, implementation, and evaluation of education programs targeting [target population, e.g., refugee children, underprivileged youth].
· Developed and managed project budgets, ensuring efficient allocation of resources.
· Collaborated with local partners, schools, and government agencies to enhance program effectiveness.
· Conducted regular site visits to assess program activities, provide guidance to staff, and monitor progress.
· Established monitoring and evaluation systems to track program impact and outcomes.
· Organized capacity-building workshops for teachers and community volunteers.
· Advocated for education policy changes and contributed to lobbying efforts for increased funding.

WORK EXPERIENCE
Fly Away Hajj Services Pvt,Ltd
Position (Office Manager
2020 to February 2021
Job Responsibilities
· Administrative Management: Efficiently manage the day-to-day administrative functions of the office, including scheduling, record-keeping, and maintaining office supplies.
· Travel Coordination: Coordinate travel arrangements for pilgrims embarking on the Hajj journey. This may involve booking flights, accommodations, transportation, and visa processing.
· Documentation and Visa Processing: Ensure that all necessary documents, such as passports, visas, and identification, are in order for each pilgrim. Oversee the visa application process and liaise with relevant authorities.
· Financial Management: Handle financial aspects related to Hajj services, including budget management, expense tracking, and processing payments for services rendered.
· Client Services: Serve as a point of contact for Hajj pilgrims, addressing their inquiries, concerns, and providing information about the Hajj process, regulations, and requirements.
· Communication: Maintain clear and effective communication channels with relevant government agencies, travel agencies, and other stakeholders involved in organizing the Hajj.
· Supervision: Manage and supervise office staff, ensuring that they are well-trained and capable of handling their responsibilities effectively.
· Logistics and Transportation: Coordinate transportation arrangements for pilgrims during their stay in Hajj, ensuring that they have the necessary resources for a smooth experience.
· Compliance: Ensure that all services provided by the office comply with government regulations, safety standards, and ethical guidelines.
· Emergency Response: Develop and implement contingency plans for emergencies or unexpected situations that may arise during the Hajj, such as medical emergencies or natural disasters.
· Technology and Systems: Utilize technology and software systems to manage data, reservations, and communication efficiently. Implement improvements as needed.
· Crisis Management: Be prepared to handle crises or emergencies that may affect pilgrims' safety or well-being during the Hajj journey.
· Cultural Sensitivity: Show cultural sensitivity and awareness when dealing with pilgrims from diverse backgrounds, ensuring their needs are met with respect and understanding.
WORK EXPERIENCE
Sky Electric Pvt. Ltd
Position: (Sales Trainee Officer)
February 2020 to April 2020

Job Responsibilities:
· Assisted the sales team in prospecting potential clients and generating leads.
· Participated in customer meetings to understand their energy needs and provide solutions.
· Conducted market research to identify trends, competitor strategies, and potential growth opportunities.
· Supported the preparation of sales presentations and proposals.
· Assisted in maintaining customer databases and sales records.
· Collaborated with cross-functional teams to ensure efficient project implementation.
· Handled inquiries and resolved customer issues related to electricity billing and service.
· Assisted customers in understanding their energy consumption patterns.
· Collaborated with the billing department to address billing discrepancies.
· Maintained accurate records of customer interactions and feedback.
· Contributed to the development of customer education materials on energy conservation.

WORK EXPERIENCE
RAKHSANI BUILDERS
Position (Office Manager)
(August 2019 to February 2020)

Job Responsibilities:
· Led and managed construction projects from inception to completion, ensuring quality, safety, and adherence to deadlines.
· Oversaw project budgets, cost estimates, and financial forecasting.
· Hired, trained, and supervised construction teams, subcontractors, and support staff.
· Collaborated with architects, engineers, and clients to ensure project specifications were met.
· Implemented and enforced safety protocols and quality control measures on job sites.
· Maintained project documentation, including contracts, permits, and progress reports.
· Managed project risk assessment and mitigation strategies.
· Achieved [mention specific achievements, such as completing projects ahead of schedule or under budget].

Skills:

1. Microsoft Office (MS Word, Excel, PowerPoint)
2. Software and Hardware
3. Networking
4. Emailing 
5. Installation
ABILITIES:
· Honest and Hardworking
· Committed
· Fast Learner
· Self Confidence
· Creative Mind 
· Good listener and speaker
· Self-Awareness
Certification:
 I, the undersigned, certify that to the best of my knowledge and belief, the CV correctly describes myself, my qualifications, and my experience, and I am available to undertake the assignment in case of an award. I understand that any misstatement or misrepresentation described herein may lead to my disqualification or dismissal by the Client.
 
REFERENCE:
Reference will be provided as per need
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