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____________________________________________________________________________________
A. Education Background
_____________________________________________________________________________________________
Northern University, Pakistan
April 2005 - May 2007
Degree: Bachelor in Business Administration Grade Point Average: 2.70 GPA
_____________________________________________________________________________________________
B. Professional Experience
_____________________________________________________________________________________________
Project Coordinator
(Oct, 2013 - Till Present)
Abu Dhabi, United Arab Emirates
Major Accomplishments
Industry: Health Care – Supply and Installation of Medical Equipment’s in Project Hospitals
· Supervised and directed overall project activities including Official Meetings, Meeting Minutes, Project Reporting, Progress Reports, Presentations, Invoices & Billing Information, Financial & Logistic Issues. 
· Reported on Serial letters, Submittals, Inspection Report, RFIs, Method Statement, Testing & Commissioning 
· Assisted Engineer’s through Installation of Medical Equipment’s at project site and made correspondence between consulting parties & supplier’s for conduction of Testing & Commissioning Events. 
· Liaises with project departments, and updated progress to, project manager and senior management. 
· Analyzed project management tools to monitor working hours, budget, and plans issued all appropriate 
legal paperwork. Created and maintained comprehensive project documentation, plans and reports
______________________________________________________________________________________________
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HR Coordinator
(April 2012 - Aug, 2013)
Pro-Built Construction Firm
U.S Air Base, Kandahar, Afghanistan
Major Accomplishments
Industry: Road Construction – Constructing of Main Destructed Roads in the US Air Base
· Assisted PM & HR Manager by Ongoing Applications and Recruitment Process. Manages full life-cycle recruiting processes of confidential pre-employment activities. 
· Conducted induction sessions on HR Operations, Company Policy, Management Issues and Procedures. Participated in Official Meetings and conducted Meeting of Minutes, Meeting Agenda and 02 Week Look Ahead schedule during the reporting period. 
· Prepared Staff Contracts, Offer Letters and interviews of the applicants to ensure completeness and legal compliance and maintained record of Staff Attendance, Time Sheets, Leaves, Probation Guidelines, invoices, claims, requisition, End of Service along with the handling of Administrative activities. Conducted salary benchmarking and managed the system on appropriate on the compensation packages. 
· Ensure strict compliance thoroughly the process, file, coordination, maintenance, updates, interaction 
and Administrative support &coordinated on pre-commencement candidate documentation and services.
_________________________________________________________________________________________
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Project Manager
(August 2010 to March 2012)
CARVAN (Nonprofit Organization – UN Projects)
Peshawar, Pakistan
Major Accomplishments
Industry: Humanitarian Organization – Relief Projects on Destructed Community Infrastructure
· Assisted the affected community through provision of Temporary Shelter, Warm Blankets, Food & Water. 
· Prepared periodic progress reports and managed project deliverables in line with the project plan. 
· Organized project meetings with Government bodies in order to discuss burning issues of affected community and monitored project progress during the reporting period and liaises with, and updates progress to, project board/senior management. Addressed the basic needs of affectees and reported number of destruction including education, health, agriculture, homes and lives to the Government Body. 
· Communicated on relevant project information to the client and project team and tracked the progress and quality of work being performed. 
· Managed project evaluation and dissemination activities while carried out risk assessment and assured that all the aims of the project are met along with quality standards. 
· Prepared report writing, monitoring and evaluation, bill of quantities, vendor issues, project presentation, limitations / assumptions, budget, site visit and project documentations. 
_____________________________________________________________________________________________

Assistant Project Manager
(September 2007 - July 2010)

CMDO (Nonprofit Organization - USAID Projects)
Islamabad, Pakistan
Major Accomplishments
Industry: Humanitarian Organization – Relief Projects on Health Facilities Due Militancy
· Supervised the interventions in all aspect of the daily administration work including processing and follow-up on budget cost, financial issues, payments, travel, procurement and other operational aspects of project implementation. 
· Coordination meeting facilitated for their solution of the concerned issues in order to ensure the project goals & objectives are in line with Logical Framework Analysis. 
· Organized seminars & workshops in order to facilitate affected community through project interventions. 
· Verified & approved demand of project material, quotations, bill of quantity and purchase order to ensure the Comparative Statement for the availability of raw materials and necessary items at required location 
· Presentation conducted regarding project activities among the donor and displayed of charts, pie charts, banners, graphs and snaps of the field activities on soft board accordingly. 
· Ensured project documents through effective planning, operation, control and proper maintenance 
________________________________________________________________________________________ 

C. Research Skills
(August 2010 - January 2011)
Church World Service (CWS)
Islamabad, Pakistan
__________________________________________________________________________
Major Accomplishments
· Research conducted regarding Flood Disaster impact of District Nowshera, PAKISTAN 
· Information gathered through local Community Meetings, Focus Group Discussion & Interviews 
· Mentioned Infra Destruction of each sector including Wash, Education Institution, Health Units, Communication Network, Agriculture and government bodies. 
· Prepared Statistical data in Sector Wise 
· Referred Conclusion and Recommendation accordingly 
· Submitted Narrative Research Report to the Church World Service (CWS) 
____________________________________________________________________________
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	D. Proposal Skills (Funding A Project)
	Oct 2007 - Feb 2012


____________________________________________________________________________
Major Accomplishments
· Proposals developed on Request of Concerned Organizations (INGO’s) 
· Proposals prepared on Monitoring & Evaluation, Gender Based Violence, Education Program and Provision of food and NFIs in KPK and FATA, PAKISTAN 
· Mentioned Background of Organization, Hierarchy and Relevant Experiences 
· Elaborated Problem Statement, Methodology, Management Plan, Resource Plan, Work Plan, Addressing Issues, Monitoring & Evaluation, Security Situation, Project Activities, Project Justification, Project Beneficiaries, Project Location and Budget of Activities. 
· Prepared Annexes including Covering Letter, Program of Activities, Resume of staff and supporting documents as per requirement 
· Prepared Budget Proposal / Cost Schedule per activity 
E. Certificates & Technical Skills 
_____________________________________________________________________________________________
Major Accomplishments
· Research Activity Course (2010) 
· Planning, Monitoring, Evaluation & Reporting (2007) 
· MS Office Automation (2007) 
F. Competences & Skills 
_____________________________________________________________________________________________
Major Accomplishments
· Project Management 
· Proposal Writing 
· Report Writing 
G. Language Skills 
_____________________________________________________________________________________________
· English, Arabic, Urdu, Hindi & Pashto. 
H. Career Objectives 
_____________________________________________________________________________________________
· To achieve a challenging position in an organization where its members believe in common vision, teamwork and respect for each other including key responsibilities, long hours traveling, adverse working environment and opportunities to grow professionally with increasing assignments. 
· To secure a project management position with leadership responsibilities including problem solving, planning, organizing and managing budgets. 
· To Obtain a position in relevant institute where I can maximize my training experience, program development skills and my teaching abilities 
________________________________________________________________________________
RESUME END
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