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CAREER OBJECTIVES
To acquire a challenging position in a dynamic and ever growing organization where its people believe in common vision, teamwork, trust and respect for each other and where my educational qualification, skills and experience can be best utilized.  
ORGANIZATIONAL/PERSONAL SKILLS
I have a high level of professional verbal and written communication skills.  I am fully 
capable and willing to work with all levels of staff and management.  I perform effectively even within a highly pressurized working environment. I have Organizational, interpersonal and problem resolution skills. I have Leadership Capabilities to get things done within the given time.  
EDUCATION 
	SESSION
	DEGREE/INSTITUTE
	MAJORS

	2018
	M.A / Abdul Wali Khan University Mardan
	Political Science

	2013
	Bachelor / Abdul Wali Khan University Mardan
	Law & Political Science

	2007  
	Intermediate/Govt Degree College Pabbi
B.I.S.E Mardan   
	General Science

	2005  
	Secondary School Certificate, 
B.I.S.E Mardan 
	Science


COMPUTER
	MS Automation
	MS Word, MS Excel, and MS Power Point  

	Diploma in IT 

	D.I.T from Institute of Information Technology Pabbi

	Hardwar Certificate      
	from Institute of Information Technology Pabbi

	Graphic Designing  
	from Institute of information technology Pabbi


 PROFESSIONAL EXPERIENCE
 Experience 

Duration: 11-12-2017 to till Now

Data Support Officer (DSO) (To provide Data Support at DEOC’s level) “Nowshera” 

(Chip Training & Consulting (CTC) and People International)                                
Key Contributions:
· Collection of Data at Pre, Intra and Post campaign phase from District and COMNet UCs and preparation of Reports and Presentation for DEOC, and COMNet Revie Meetings 

· Collection of Recorded Refusals and still missed children Breakup and profiling data from COMNet UCs and Sharing to DHCSO and Provincial Level Data officer

· Collection of Challenge Mapping Data from COMNet as well as Non-COMNet UCs of the district and sharing with provincial Data officers and including its slides in Post Campaign review presentation for DEOC
· Collate daily staff attendance SMS and generate monthly attendance report for the assigned district.

· Follow-up with UC staff for submission of data for reports.

· Monitor and follow-up with UC staff on regular data upload on polio info database.

· Preparation of monthly District Level Social mobilization and Community Engagement Plans and Compilation of COMNet UCs Level SM Plans and sharing with DHCSO for review and further submission to PDOs 

· Collection of conducted activities detail from UCOs of COMNet UCs and Preparation of Monthly Social Mobilization Activities Reports 

· Compilation of IDIMS Campaign data and preparing Presentations for Daily Review Meetings in Intra Campaign Phase, also preparing of DPEC, Readiness and Post Campaign Review Presentations for DEOC

· Regular update of COMNet data at district level and ensuring timely submission of Daily, Weekly and Monthly Data submission

· Maintain datasets of COMNet UCS in the assigned district & share it with all concerned.

· UC level data collection and compilation on key indicators to generate pre, intra and post campaign report.

· Collate and analyse campaign data, monitor feedback from UCOs and generate daily COMNet monitoring updates during campaigns

· Guide and on job training of COMNet staff on reporting tools.

· Analyse data of dashboard indicators with UC wise feedback to the UCO and SMs & COMNet officer.

· Maintain close liaison with DEOC data operator for two-way data flow & triangulation.

· Generate and share extended catch-up coverage report from DEOC (IDMIS) with the DEOC. 

· Collection of data for campaign planning from UC level for onward submission.

· Maintain the data of social characteristics of polio cases of the respective district.

· Spot check missed children logbook and social profile of the assigned district 

Community Mobilization Officer “Nowshera” 

(International Rescue Committee)                                
Key Contributions:

· Conducted meetings with the area elders to identify and prioritize most vulnerable villages in the targeted Tehsil of Nowshera. After the finalization of villages, we conducted corner meetings with different communities to Identified potential activist and contact persons to form Rapid Action Committee in 18 identified targeted villages of Nowshera.

· The Rapid Action Committee members capacity were built on the situation Analysis practices and PRA tools and involved them to map and prioritize community needs by developing their village development plans of the 18 targeted villages of Nowshera. 
·  The community prioritized different schemes e.g. 16 water supply schemes and 12 street pavements and infrastructure schemes in 18 villages were designed and implemented with community driven initiatives in the targeted villages.
· Regular Coordinate and communicated project planning and implementation progress with monitoring officers, technical support and community identified RAC members which result a very good team atmosphere and smooth achievements of project goals and objective in the assigned project duration. 
Project Name: Citizen’s Voice Project Cycle 06 (2015)
Designation: Assistant District Coordinator (Citizen’s Voice Project Cycle 06) 

Duties and Responsibilities

· Compilation of activity and field visit reports

· Ensure maintenance of program files and update them on regular basis.

· Responsible for preparation of partner organizations data bases and update on regular basis

· Extend linkages, networking with government line agencies, other similar organizations for intervention of different programs/projects

· Program introduction to the communities and also its objectives and approach
· Making progress reports regarding different activities
· Undertake any other task assigned by your immediate Supervisor
Project Name: AWAAZ

Designation: Community Coordinator 
Duties and Responsibilities

· Conducted different types of awareness raising sessions in 03 Union Councils of District Nowshera in a Project AAWAZ 

· Conducted different types of awareness raising sessions at Schools & Colleges

· Monitor and evaluates these sessions 
· Awareness raising session, workshops and campaigns regarding disapprove VAW 
· Meetings with community members at village and UC level

· Complete record keeping, documentation and pictorial coverage of the social mobilization processes and project activities on regular basis.

· Any other task furthering project goal and objectives.

· Keep records of agreements and prepared agreements with partner

· Manage and record documentation

· Resolve staff conflicts

· Manage staff time sheets and performance evaluation of the staff

· Represent BIRDS in different forum and meetings
BIRDS Organization, Nowshera district

July 2011

Designation: Field monitoring staff   

Duties and Responsibilities

· Door to Door Visits

· Checking Refusing cases 
· Checking Child finger prints for the conformation of Vaccination 
· Checking Quantity of Vaccination

Jinnah Public School Pabbi, Nowshera district

December 2011

Designation: Science Teacher  

Duties and Responsibilities

· Teaching Mathematic & Physics.

·  Doing practical in the Laborites.

·  Conducting survey reports for the provision of classrooms & additional facilities.

·  Making of Examination papers.

·  Attending weekly meeting.

·  Co-ordination with BISE Mardan.

PEOPLE IN NEED International

From 1st September 2010 to 15 December 2010 Respectively 

Designation: Hygiene Promoter & Surveyor
Duties and Responsibilities

· Hygiene promotion sessions 

· Survey of Damage Hand Pumps and Wash Rooms

· Survey of House Holds, Number of Families, Disables, Widows and Orphans

· Maintaining and Repairing of Houses

· Clearing Debris of Damage Houses

· The Supervision of workers Working on Drainage and Sanitation

· Providing Clean Water Tanks 

· Distribution of Hygiene Kits

· Reporting to the HHP on Daily and Weekly Basis.
Friends composing centre Pabbi, Nowshera district

December 2010-
Designation: Compositor & Graphic Designer  

Duties and Responsibilities

· Compose Theses 

· Composing annual reports for Pepsi 
· Composing of different types of assignment and final projects for university level students 

· Composing of assignment for Pak Army 

· Composing of Urdu Poetry books  

· Designing of signboard 
· Designing certificate for private schools and colleges 

· Designing of different logos 
Workshops/ Trainings
· Attended Two Days Training Workshop on Education and its provincial Budget at PC Hotel Peshawar by CGPA

· Attended Three Days Training Workshop in Abbottabad on Gender, Women safe Political Participation, Conflict Resolution, Policies, and Social Services (Education & Health) Conducted by & arranged by Aurat Foundation from 17th to 19th March 2014  

· Attended Two Days TOT Training Workshop in Shangla Conducted by LJCP & arranged by BIRDS KPK  

· Attended one Day Training on Post Campaign Monitoring (PCM) Conducted by W.H.O arranged by BIRDS Nowshera  

· One Day Workshop Attended at Charsadda on DRR arranged by IMMAP Pakistan.
· One Day Workshop attended at Mardan on Smokeless Tobacco arranged by CTC (Collision for Tobacco Control).

· Participated in two days workshop on assessment, IT, Data Collection & Compilation arranged by SANGI Foundation Abbot Abad.
Seminars Conducted 
· Conducted one Day Seminar in Govt Boys School Amanghar about the World no Tobacco day 2011, Supported by CTC Arranged by BIRDS.
· Conducted one Day Seminar in Govt Boys School Rashakai about the World no Tobacco day 2012, Supported by CTC Arranged by BIRDS.
· Attended one day Seminar on Education and its Provincial Budget at PC Hotel Peshawar by CGPA
SPECIAL SKILLS
· Highly adaptable to rapidly changing environment and situations 

· Task oriented  

· Presentation Skills  

· Excellent Communication Skill 
· Keen sense for details

· Can work for long hours

· Flexible and quick learner

· Take challenges with confidence

· Ambitious

· Capable to lead in an effective manner

· Under-take responsibility easily & confidently

· Good relationship building skills.     

SPECIAL TRAITS
· Organized welcome & Farewell Parties
· Organizing Sports weeks 
· Visits Different type of factories and Banks for studies purposes: 
· Maza Juice Industries Ltd. Nowshera
· Associate Industries Pvt. Ltd. Nowshera
· Pakistan Tobacco Company Ltd. Nowshera
· National Bank of Pakistan Nowshera
· Tremendous ability to persuade and inspire people at any level
· Top level presentational and public speaking skill
· Equally effective as an individual as well as member / leader of team
· Hard worker with an  extra ordinary  ability  to  work  in  difficult  and  changing work conditions
VOLUNTEER WORK
· Collect donation for Flood effected people of District Nowshera in 2010 
· Collect donation for the IDPs at Nowshera City.  

REFERENCES
	*
	 Mehnaz Akhtar
DHCSO Nowshera
Cell No: +92-311-9911273
Office No: +92-923-611342

	*


	Zelli Huma Jan

District Coordinator

AAWAZ Nowshera

Cell No: +92-334-8467652



	


[image: image1.png]



