OBJECTIVE




As an accomplished professional with a wealth of experience in NGO operations, particularly in the areas of Education, Health and Wash support. I am eager to bring my strategic planning expertise to the role of a Focus Group Facilitator. With a proven track record in project management, procurement and community development. I am well-equipped to guide and engage diverse groups effectively. My skills in translating between English, Urdu and Pashto, coupled with a keen understanding of community dynamics, make me an ideal candidate for facilitating meaningful discussions that contribute to informed decision-making and positive project outcomes.
Executive Milestones:
· In-House Training of new Staff: Selected by the executive management of AAR Japan to train the new Trainer’s for giving Hygiene sessions in Government Schools in Haripur, for two days.

KEY SKILLS


· Project Management, Procurement, Key Account Management, Budgets, Strategic Planning/Implementation
· Management Reporting.
· Logistics Planning, Forecasting, Crisis Management
· Community Motivation and Development
· Translator in the Trainings from English to Urdu or Pashto.

· Community Relationship Management, Team Management, Community Motivation & Development.
· Collaboration with Government Department for Networking on Gender Competence Development Activities to be streamline in Organization.
· HR Selection, Development & Training, Retention
· Leadership, Team Building, Decision Making, Communication, Measurable Deliverables, Time Management
· MS Office, Power Point.
· Internet

PROFESSIONAL EXPERIENCE


CTC											2023 – 2024
Project Associate:
Highlights:
Working on Leaves of the staff deployed in field.
Key Responsibilities:
· Receive and review leave requests from employees, ensuring they are complete and accurate.
· Verify the availability of leave balances and eligibility before approving or denying requests.
· Maintain a leave request system or database for documentation.
· Ensure the organization complies with all relevant legal requirements regarding leave policies, including leave entitlements and notifications.
· Act as a point of contact for employees regarding leave related queries.
· Provide guidance to employees on the proper procedure for requesting leaves and the documentation required.
· Utilize leave management software or tools to streamline the leave application and approval process.
· Prepare leave related reports and analysis for HR management and senior leadership.
· Work closely with managers and employees to resolve issues while adhering to company policies.
· Maintain organized and confidential records of all leave-related documents, including leave requests, approvals, and medical certificates.
· Suggest and implement process improvements to enhance the efficiency and accuracy of leave management.
· Managing the salary on bases of the hours and days worked by staff.

PEAD Foundation												2017 - 2018
Social Mobilizer:
Highlights:
· Establishing Urdu Reading Corner in Government Girls Middle Schools in Peshawar.
Key Responsibilities:
· Meeting with Education Department and Government Authorities for NOC, for Project.
· Ice breaking Meeting with Principals of schools allotted for the project, by Education Department.
· Meeting and introducing Project with PTC of Government schools, having project.
· Conducted and Monitored six days training of Government Schools teachers regarding Urdu reading of Girls of Class 6 till 8.
· Continues collaboration with Education Department.
· Monitored and Organized Intra-School Declaration Contest, in Government Schools. 
· Interaction with PTC on monthly basses on their respected PTC Meeting dates with respected Government Schools.
· Arranging 3 days training for Textbook board writers and publishers.
· Conducted and Monitored Inter School Reading Contest.






AAR Japan												2012 - 2016
Education Officer:
Highlights:
· Conducting and Monitoring Hygiene Training and Condition in Government Schools, in Nowshera.
· Re-Establishing PTC Meetings in Government schools with collaboration of Education Department, i.e. EDO & DEO.
Key Responsibilities:
· Conducting TOT to the Govt. and Afghan school’s teachers, PTC members and parents related to health and hygiene.
· Monitoring the items been given to the school’s. 
· Monitoring the health & hygiene situation of the schools before and after the training.
· Conducting TOT in Govt. and Afghan Schools.
· Assessment of the pre posttest of the trainee’s.
· Conduction CWD survey in the community.
· Writing reports daily and monthly.

RELIEF INTERNATIONAL											2011 - 2011
M&E and Reporting Officer:
Highlights:
· Meeting with the families that were left un-noticed during rehabilitation after 2010 flood.
· Monitoring the construction site along with checking the quality of the material used in construction.
Key Responsibilities:
· Manage and design overall project monitoring, evaluation, and reporting.
· Develop close working relationship with RI project staff to establish a shared vision of RI’s M&E system
· Coordinate with project teams in developing clear and concise input/output performance targets. 
· Develop Performance Monitoring and Evaluation Plans for each RI proposal and project.
· Develop effective and simple tools for monitoring RI projects
· Provide technical assistance, guidance, and training to M&E staff to ensure efficient and accurate participatory M&E and PMEP actualization. 
· Undertake regular site visits and document project results in regular reports.
· Document lessons learned and create approaches for utilization of data for decision making.
· Collaborate with relevant team members to facilitate and manage program evaluation.
· Establish and implement standards, procedures and best practices for monitoring and evaluation of programs.
· Participate in grants opening and closing meetings
· Assist the Project Managers with work plan development. 
Participatory Rural Development Society									2011 - 2011
M&E Officer:
Highlights:
· It was 3 months volunteer work with Miss. Farzana Nazli.
· Working on M&E frame work of the Organization.
· Interviewing and hiring of staff for the project.
Key Responsibilities:
· Manage and design overall project monitoring, evaluation, and reporting.
· Coordinate with project teams in developing clear and concise input/output performance targets. 
· Collaborate with relevant team members to facilitate and manage program evaluation.
· Establish and implement standards, procedures and best practices for monitoring and evaluation of programs.
· Participate in Cluster meetings. 
THE JOHANNITER							2009 - 2011    
Field Monitoring Officer:	
Highlights:
· Monitoring the CMAM field staff by their TORs.
· Monitoring the office working environment, i.e. arrangement of medicine’s, supplements and filling of the patient’s and record keeping of the team.
Key Responsibilities:				                                      
· Monitoring of the fields where Johanniter is working. 
· Monitoring of the work of team members through there TORs and work plans.
· Reporting to the Country Director, on daily basses.
· Checking the HR, logistic, Inventory, and Management of the field offices.
· And also taking any other tasks given by the Country Director.
· Evaluation of the work plan of teams.
· Planning the weekly and monthly report to head office.
· Finding the case for study, from the Malnutrition children.									 

INTERNATIONAL MEDICAL CORE (IMC)								   	2008-2009
Hygiene Educator
Highlights:
· Identifying the needs of the IDPs in and around Peshawar camps.
· Identifying the topics of Hygiene and others to be discussed in Hygiene Trainings in Camps.
· Identifying the items of Hygiene to be distributed in the camps, as item of Hygiene kits.
Key Responsibilities:
· Conduct base line survey.
·  Identify the community activist.
· Identifying and Training of identified community activist. 
· Preparation of weekly and monthly work plan and progress report.
· Conducting hygiene education sessions. Distribution of hygiene kits in IDP camp.  Assist master trainer in preparing modules, pamphlets regarding hygiene.

COMMUNITY MOTIVATION AND DEVELOPMENT ORGANIZATION (CMDO)
“MITIGATING CHILD LABOUR THROUGH EDUCATION IN PAKISTAN (MCLEP)”    				    2006-2008
Social Organizer
Highlights:
· Finding out the child labour in society, where the project can be established and successful.
· Looking for suitable teachers in the selected community having place where he/she can spend two to three hours teaching 20 to 25 students, for three years
Key Responsibilities:
· Conduct the baseline survey
· Identify at risk children, provide school supplies (uniforms, books, pencils etc) to them in the target areas. Conduct field appraisal (PRAs) to identify target group children
· Local resource/community mobilization and monitoring 
· Identify spaces for establishing Non-formal Education (NFE) and Early Childhood Education (ECE) centers and enroll students in these. Mainstream NFE and ECE students into formal schools and a proper follow-up of these children 
· Identify/equip pre-schools and enroll students in these centers 
· Mobilize and train community groups for child labour monitoring and organize regular community groups meetings. Provide support in establishing linkages between communities and Labour Department for effective child labour monitoring. Register community groups as Community Citizen Board (CCBs) to take up child labour education initiatives.
· Monitoring the school activities.

Youth Resource Centre (YRC), UNICEF, “Child Rights Initiative in Peshawar District”				2005 - 2005
Survey Supervisor
As “Survey Supervisor” for a period of one month (December 2005), technically assisted and funded by the “UNICEF”, Implemented by Partner NGO–Youth Resource Center (YRC). The survey was conducted in both district Peshawar and Mardan. I performed survey work, as well as, supervision in Peshawar District. 

BEST (Basic Education and Employable Skill Training)				  		               2002 – 2003
Office Assistant
Highlights:
· Files Mangement.
Key Responsibilities:
· Assisting office managers in maintaining files and other office activities.
· Managing the activity of office in a stall that was organized and established for field worker. 
· Managing travelling expenses & vehicle arrangement for Donor of projects.
· Booking and arranging stay for the visitors of Donor or project staff from out of city.

Tdh, Terre Dess Homess										              2000 – 2001
Assistant Accountant:
Highlights:
· Assisting Finance Manager, in Office tasks.
Key Responsibilities:
· Assisting in monitoring regularly the expenses of all the projects.
· Assisting in preparing the monthly accounts.
· Assisting in monitoring the expenditure of the entire emergency project.
· Monitoring the expenses towards the budget.

Pak-CDP (Community Development Program)								1998
Volunteer:
Highlights:
· Being a part of projects as and when ever needed.
Key Responsibilities:
· Worked as a part of Community Motivation.
· Worked as a part of Community Meetings.

EDUCATION


· 1999-2000	Masters in Business Administration (3.0 G.P.A.), Preston University of Peshawar.
· 1997-1999	Bachelor in Business Administration, Preston University of Peshawar (3.0 G.P.A.)        
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· 4-Days Training Workshop on Project Implementation plan along with CMAM Technical Training, in Blue Palace Guest House, dated 23rd-26th June 2009.
· Workshop on Behavior Change Communication In Emergencies, focus on Hygiene, dated 7-8 May 2009, in Decent Guest House, by UNICEF.
· Training for teaching tactics for the Teaching of Class 2, in PITE, 1-3 December 2007, funded by CMDO. 
· Training Workshop on LIFE SKILLS in Chopal Guest House, Organized by IRC, International Rescue Community, from 19th till 21st November 2007.  
· Training on Child Rights funded by Save the Children UK, in March 2006.
· Attended a four days’ “Training of Trainers” Workshop (TOT) on Community Mobilization conducted by PPAF (Pakistan Poverty Alleviation Fund) from 16th -19th January 2007, in Islamabad.
· Attended a four days’ Training workshop on PRA (Participatory Rural Appraisal) conducted by CMDO (Community Motivation & Development Organization) on 09th -12th April 2007.
· Attended a two days’ Training workshop on “Understanding Learning Dynamics and Assessment” conducted by Save the Children (SC-UK, Pakistan Program) from 18th -19th April 2007.
· Training on Child Rights funded by Save the Children UK, in March 2006.
· Workshop on Gender, funded by TDH, and facilitated by Swedish Committee for Afghanistan, Gender Coordinator.  Venue 7’C’s Guest House, Peshawar. Dated March1 – 3, 2001.
· Seminar on Strategic Planning, funded by the Swiss Foundation TDH. Venue Swat White house. Dated February 23-28, 2001

References:

1) Miss. Erum Fareed,
Project Coordinator,
PEAD Foundation,
Cell: 03215297581
Email: eeru81@gmail.com 

2) Dr. Habib Ur Rehman, 
Project Manager, 
Johanniter International Assistance, 
Peshawar, 
Cell: 03227755909

3) Syed Saeed Qadir
Project Manager, 
Johanniter International Assistance 
Contact: 03009591579
E-mail: allapsyed@yahoo.com
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