Cover Letter

Nasir Ahmad Qadir
Khyaban Road,2nd District, Kunduz City, Kunduz, Afghanistan.

+93(0)773450118 

ruwintan@yahoo.com/sepehr.ruwintan@gmail.com
Re: Freelancer
 Dear Sir/Madam!

    I read your advertisement for (Freelancer) with great interest, as I believe my skills and experience are an excellent fit for your opening, as I detailed below.
My Qualifications: Well Educated In Law and Administration
My Qualifications: I am a member of Bar of Association.
My Qualifications: I have got good understanding of public civil service mandates and structure.
My Qualifications: I have got 7 year experience in different position and mainly managerial which helps me to be more familiar with defferent fields

Regards

Nasir Ahmad Qadir
CURRICULUM VITAE

PERSONAL DATA:
Nasir Ahmad Qadir
Madrasa –e- Khiyaban Road, Kunduz city,
 Kunduz – Afghanistan 

Date of Birth:

May 27th, 1986
Place of Birth:

Kunduz City, Afghanistan
Gender:
Male

Marital Status:
Single

Mobile No.: 
+93 (0)773450118
E-mails:
ruwintan@yahoo.com / sepehr.ruwintan@gmail.com 
Member:               Bar of Association (Licensed Advocate) – Kunduz

Law Lecturer        Salam University Kunduz – Night Shift.
EDUCATIONS/QUALIFICATIONS:
09/ 2007 – 09/2011
Completed the University Degree in Bachelor of Law and Political Sciences at Mawlana Jalaluddin Mohammad Balkhi (MJMB) University, Mazar –e- Sharif, Afghanistan.
03/2001 – 10/2004
Graduated from Sher Khan High School, Kunduz City, Afghanistan.
09/1993 – 05/2000
Studied Intermediate School at #82, 89 and 95 Schools, Dushanbe City, Tajikistan. 
02/1991 – 10/1993
Studied Preliminary School at Sher Khan High School, Kunduz City, Afghanistan.
SKILL TRAINING COURSE:
10/2011 – 02/2012
Completed the MS Office (Word, Excel and Power Point 2007) in Ghaffari Computer Academy, 


Mazar-e-Sharif, Afghanistan.

10/2011 – 02/2012
Completed the TOEFL PREPARATION Class in Silk Road English Center (SREC), Mazar-e-Sharif, Afghanistan.                                       
10/2009 – 10/2009
Completed the Training on Afghan Labor Law and International Labor Standards under sponsorship of The Asia Foundation and arrangement of Balkh Labor, Social Affairs, Martyrs and Disables Administration, Mazar-e-Sharif, Afghanistan.
05/2005 – 05/2006
Completed the Ten Month English Program, TOEFL and IELTS in IRC English Learning Center, Kunduz city, Afghanistan.
02/2001 – 07/2003
Completed the Advanced English Program and MS Office Package in Fekran English Language and Computer Center, Kunduz city, Afghanistan.
WORK EXPERIENCE:
01.2014 -08.2014     Legal Consultant
                                 Women and Unlawful Traditional Practice Project – Nature Organization /Tawanmandi

                                           Takhar and Badakhshan, Afghanistan.
Responsibilities:
                The Consultant will perform the following functions, but not limited to:

· Design and conduct ToT for project staff

·  Develop booklet, prepare training manual (PowerPoint presentation, trainer guide, agenda and lesson plan) 

· Prepare activity report 

· Design and prepare the awareness raising promotional materials. 
01.2013 – 12.2013 National Capacity Development Adviser 



National Institutional Building Project – NIBP/UNDP –IARCSC – GDPDM 


                North East Regional Office (Kunduz), Kunduz city, Afghanistan.
Responsibilities:

· Strengthening Provincial Capacity Development Working Groups in Kunduz.
· Strengthening IACSC’s data base sub department.
· Creating a strong HR Network among government departments.
· Strengthening M & E Network among IARCSC’s departments.
· Conducting Capacity Development Need Assessment of IARCSC.
· Coaching.
· Assisting the office with the monthly and quarterly reports.
· Preparing Action Plans for the office.
· Translating the necessary documents.
· Conducting presentations.
08.2011 – 8.2012
North Regional Supervisor

Awista Knowledge Village (AKV) – ALC Program

North Region, Balkh AKV Office, Balkh, Afghanistan
The main duties and responsibilities of a Regional Supervisor consist of admin- finance and Quality Control Responsibilities as follows, but not limited to:

· Ensure Instructors are on time and prepared for scheduled classes. In the event an instructor will be unable to meet the class schedule, the Regional Supervisor will ensure the period of instruction is covered by another Instructor or him/herself.

· Report to duty promptly during assigned hours and supervise Instructors’ Attendance;

· Supervise daily training to ANSF personnel as per the training materials provided by the client through AKV;

· Monitor class performance and keep Deputy Project Manager and Project Manager informed of all student and Instructor issues;

· Gain prior approval of the Deputy Project Manager or Project for all schedule changes made;

· Hold staff meeting with Instructors to know issues and find out resolutions:

· Participate and report ALC English Language Training in Annual General RCA Meeting;

· Perform other associated tasks as requested by the Project Manager and AKV Management.
11.2010 – 08.2011
English Instructor 

Awista Knowledge Village (AKV) – ALC Program 

North Region, Balkh AKV Office, Balkh, Afghanistan

The main duties and responsibilities of ALC English Instructor are as follows, but not limited to:

· Lead the trainees and conduct daily training to ANSF personnel as per training materials provided by client through AKV;

· Report to duty promptly during assigned hours;

· In consultation with Master Instructor design lesson plan for the assigned courses(s);

· Record student attendance and performance records and forward them to the Master Instructor;

· Ensure all instructional media is prepared and posted prior to trainee arrival;

· Start class on time and run classes for the entire time alloted by the scheduler;

· Post and verbalize classroom rules to enforce understanding and rules as stipulated in Quality Control Plan (QCP) in order to maintain good order and discipline in the classroom;

· Reports all violation against the QCP to Master Trainer;

· Attend the meetings when called by Master Trainer;

· Maintain and protect AKV equipment and training materials;

· Work with the Master Trainer to prepare weekly report and monthly report for submission to AKV Project Manager;

· Perform all administration tasks associated with the assignment as well as other associated tasks as requested by Master Trainer and the Project Manager;

· Share the issues concerning class scheduling, student attendance, student behavior, testing, controlled material and program management with the concerned POC/TOR or Counterparts.

· Participate in any applicable staff meetings called by Chief Instructor or Project Manager;

· Provide weekly as well as monthly report pertaining to AKV activities in the concerned sites/locations;

· Train the Instructors under the supervision regarding the Testing Protocl and manage site specific issues and limitations;

· Perform other associated tasks as requested by the Project Manager and AKV Management.
11.2009 – 11.2010
Head Cashier

Kabul Bank – Shahin 209th Corps


Dehdadi District,Mazar-e-Sharif Office,Balkh,Afghanistan.
07.2008 – 11.2009
Cashier


Kabul Bank – Shahin 209th Corps


Dehdadi District,Mazar-e-Sharif Office,Balkh,Afghanistan.

2005-2007
Admin – Finance Officer   
Khair Khawa Eshkamesh Trading Co. LTD         

Kunduz Office, Kunduz, Afghanistan

· File of all goods sales and purchases vouchers and bills.

· Communicate with business parties dealing with KKETCL.

· Bank Account and Statement Reconciliation.

· Up to date financial records.

· Manage day to day accounting functions including regular cash verification, bank account and balance sheet reconciliation, quarter closing and financial reporting to KKETCL’s General Manager.

· Receive and maintenance of goods in warehouse.

· Supervise of non - skilled labors in warehouse.

· Coordinate with goods transfer colleagues.

· Control of staff management and their salaries.

· Purchase and facilitate of the Company’s requirements.

· Conducting other necessary requests from KKETCL’s General Manager.

2004- 2005                  Math and English Instructor

      Farhang Cultural Learning Center, Kunduz, Afghanistan
LANGUAGE SKILL:
Language

Speak


Read


Write
English

Fluent


Fluent


Fluent
Russian

Fluent


Fluent


Fluent

Dari

Fluent


Fluent


Fluent
Pashto

Good



Good


Good
REFERENCES: 

Ahmad Yama Aimaq, PMO Director

Ministry of Mines, Kabul-Afghanistan


Mobile No.: +93 (0)99414443

E-mail:
ahmadyamaaimaq@gmail.com 

Ahmad Yama Fekran, National Personnel Representative & Program Coordinator 

GIZ, SLS Program Marmul Road, Park ha-e-San'ati, 

                                       House No.2 Mazar-e Sharif, Balkh-Afghanistan

                                       T +93 799 214 561 T +93 778 818 561 

                                       E Ahmadyama.Fikran@giz.de 

Abdul Basir. Junior Program Officer 







GIZ - RCDF, Kunduz – Afghanistan 







Mobile No: +93(0)795611013
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