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Father Name: Ghulam Jillani Kasi
Gender: Female
Religion: Islam
Local/Domicile: Quetta
Date of Birth: 9th July 1995 	Email: seerajillani000@gmail.com 
 
	 
 
Career Objective: 
 
A highly motivated, flexible, and enthusiastic individual with strong interpersonal and leadership skills, I am committed to breaking down cross-cultural communication barriers and serving local communities through social services. I am seeking employment with a firm that offers stability and the opportunity to enhance my existing skill set.

Skills: 

· Strong communication skills 
· Data collection and reporting 
· Cultural, global, and environmental awareness 
· Flexibility, teamwork, and negotiation 
· Critical thinking, analytical skills, and problem-solving 
· Creativity 
· Proficient in MS Office 
· Leadership 
· Social responsibility

Educational History: 

· 2012: SSC St. Joseph Convent Girls High School, Quetta. SSC 673/1050 
· 2012–2014: Islamia Girls College, Quetta. HSSC 677/1100 
· 2014-2018: BS (International Relations) BUITEMS (Baluchistan University of Information, Technology and Management Sciences) CGPA 3.07


Professional Experience:
· Currently working as a communication & Reporting Officer at Education Support Program (ESP), Directorate of Education Schools Quetta, in collaboration with UNICEF:

· Prepared and implemented action plans, resolved problems, and conducted audits to improve provincial and district plans.
· Collaborated with finance and provincial coordinator on annual operation plans and budget planning.
· Planned, designed, and monitored program progress, resolving issues and initiating corrective actions.
· Developed and reviewed monthly reports, conducted weekly reviews with districts, and organized events at provincial and district levels.
· Managed program budget, monitored expenditures, and ensured quality in accounts submission.
· Supported district reporting and preparation of case studies, conducted field monitoring visits, and provided capacity building on record management and reporting.
· Reported program progress to key stakeholders and supervised program staff.
· Monitored schools through field visits, compiled reports, and shared progress with stakeholders.

· Communication & Reporting Officer at Continuous Professional Development PITE (CPD) supported by UNICEF:

· Implemented processes and procedures to streamline operations.
· Cultivated positive relationships with vendors for timely and cost-effective services and materials.
· Collected, arranged, and input information into the database system.
· Prepared progress and impact reports, developed communication plans, and maintained program visibility during activities and forums.
· Assisted in the production of communication products for donors and accompanied them during field visits.
· 
· Teaching experience in Beacon House System School Quetta:

· Developed relationships with students and parents to support learning.
· Worked as a middle-grade class teacher, designed lesson plans, and fostered student curiosity.
· Maintained a positive and professional classroom environment.

· Intern in UNFA Database Centre Buitems Quetta:

· Collected data on alumni and completed day-to-day tasks and responsibilities. Communicated effectively with faculty and staff and provided clerical support.
· Sorted and organized files, completed research, and prepared reports.
· Analyzed problems and developed solutions.

Awards and Achievements:

· Completed a bachelor's degree in International Relations.
· Attended international conferences related to IR.
· Received merit scholarships and "Work and Study" scholarships during the BS program.
· Participated in educational trips and won the girls' badminton sports Olympiad.
· Recognized as the Volunteer of the Month by Red Crescent Organization.
· Completed a final year project on women empowerment and human security.
· [bookmark: _GoBack]Achieved IELTS 
 
 
Extra-Curricular Activities: 

· Participated national Badminton and Table Tennis Events 
· Participated in Judo Karate in Baluchistan Sports festival and secured 2nd position all over Baluchistan 
· Member of Red Crescent team 2016 – 2018 
 
Language Proficiency: 
· English 
· Urdu 
· Pashto 
· Brahui 
 
 
  

