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  Sayed Mustafa                                 “Hashimi”
	Education:


2009_ to date   Shariah & Law (Bachelor) from SALAM University Kabul, Afghanistan
2006 – To date
BBA, Bachelor of Business Administration from KARDAN University affiliated with Preston USA.
1992 – 2004
High School, (12th grade graduation) Abdul Hadi Dawi Hight School, Kabul, Afghanistan.
	Trainings:


· Attended training workshop on PARLIMENTARY CORRESPONDENCE Conducted by Konrad Adenauer Stiftung, held in Kabul from 13th to 18th of August 2006;
· Attended training course on Basic Journalism conducted by (BBC) in Shamshad TV, Kabul from 1st July to 6th July 2006;
· Attended training workshop on journalism conducted by Center of International Journalism (CIJ) in Shamshad TV, Kabul from 10th Dec to 23rd Dec 2005;
· Attended training workshop on Radio production and technique conducted by Media Support Partnership (MSP) Held in Kabul, from 12th April, to 13th April 2005;
· Attended training workshop on Role, Ideas, and Experience of Youth in social and political participation conducted by Friedrich Ebert Stiftung (FES) held in Kabul from 1st May to 2nd May 2005;
· Attended training course on Radio Production, Interviews & Broadcast skills conducted by BBC, in media support solution (MSS) Held in Kabul, From 10th to 20th July 2005;
· Attended training workshop on counseling training conducted by Media Support Partnership for Afghanistan – International Organization for Migration (MSPA/IOM), held in Kabul 10th to 14th of September 2005;
	Working Experience:


Feb 2004 – Up to now 
worked as Reporter KHPALWAKI
Duties: 

· Making of interviews and send it via internet.

· Making reports.

· Writing deferent articles.

May 2010 – Up to now    Worked as Procurement Officer for Electoral Complaint Commission Kabul, Afghanistan.

· Prepares logistics and support plans, deployment timelines and budget requirements for planned or new operations; 

· Develop logistical plans for existing operations; 

· Develop and implement methodologies and tools to enable effective execution of logistic plans; 

· Formulate Standard Operating Procedures; 

· Manage logistics operations, including, materiel and personnel; 

· Identify  training needs to achieve high working standards; 

· Coordinate logistics activities with procurement, finance, human resources and other substantive units; 

· Develop and implement logistics support policy, procedures and methodologies to the common benefit of all functional units; 

· Prepare reports on personnel and materiel movements and other operational logistics issues; 

· Ensure that accurate and complete accounting, reporting and internal control systems are functioning and that all relevant records are maintained; 

· Prepare contingency plans and logistics preparedness reviews; 

· Coordinate logistics operations with UN agencies, and other organizations upon request; 

· Perform any other related tasks as required.

August 2009 – Up to Feb 2010    Worked as Archivist for Electoral Complaint Commission Kabul, Afghanistan.
Duties:
· Assist Archivist in sorting and organizing materials 

· Gather and organize materials from the all process of ECC,

· Taking part in the archiving of all materials,

· Participating in the organization of meetings, related to the Archive

· Identify and catalogue of all organization materials 

· Contact with each department focal point to insure their department all documents are properly named and send it to Archive for archiving 

· Assist Archivist in fill numbering of all project documents 

· Performed other duties as required 

Jun 2008 – 30 January 2009   Worked as Human Resource Officer for (1) TV Kabul, Afghanistan.
Duties: 

· Generate the staff hand book which covers all the Human Resource related issues.
· Make all the staff’s job descriptions and contracts according to the existing Human resource procedures.
· Establish filing system and archive.

· Establishing and monitoring the staff attendance and to inform the related department upon frequent absence of any staff.
· Build an appropriate human resource structure that support HR management activities.
· Ensure effective implementation of HR procedures, systems and processes.

· Provide quality and professional advice to line managers on performance management.
· Support managers to identify/recognize talent and to promote career development.

· Maintain a database of Suitable applicants for the future possible vacant positions.
· Nurturing a working environment which enables effective performance and compliance of set standards of conduct and discipline.

· Ensure the implementation and compliance of the staff code of conduct.
· Establish an appropriate system for handling misconduct and other forms of grievances.

Jun 2007 – Dec 2007
Worked as Finance Manager for Grand Technology Resources, Malaysia, Afghanistan Branch, Haji Yaqoob square, 4th floor, Kabul Business Center GTR, Kabul, Afghanistan;

Duties:

· Prepare and maintain cash book to record every incoming and outgoing transaction;
· Enter incoming and outgoing transactions with proper sequential voucher number into the cash book in timely manner;
· Produce and file print-out of the cash book at the end of each day;
· Responsible for managing Cash, disbursements of daily expenses;
· Prepare vouchers of all disbursements with appropriate documentation on timely manner;

· Update voucher files and other finance-related files regularly;

· Reconcile petty cash on daily basis;

· Other finance-related tasks requested by senior managers;
Feb 2007 – Jun 2007
Worked as Office Assistant for South Asian Free Media Association (SAFMA), Darulaman Road, Near Russian Embassy, Kabul, Afghanistan. 

Duties:

· Assist Logistic Unit Head in maintaining Inventory;
· Coordinate with the Procurement Officer to include all goods purchased in the inventory database;
· Help Logistic Unit in distributing all procured goods to the authorized recipients when required;
· Liaison with Procurement and Finance Departments in all Purchase/Advance requests;
· Update the Purchase Request/Order Process sheet on commission by commission basis;
· Ensure timely delivery of requested stationary and equipments to all related Departments and/or in the absence of Logistic Assistant;
· Arrange the repair and maintenance of all IT and office equipments as and when required;
· Maintain the safe with keys for all rooms;
· Serve as the Acting Logistic Assistant or necessarily Travel Officer in the absence of the same;
· Other tasks maybe assigned to him as required;
Dec 2005 – Jan 2007
Worked as Archive Officer for Shamshad Private TV Cannel, Kabul, Afghanistan.

Duties:

· Managing the archive relevant documents in appropriate file & folders and electronic system;
· Checking and monitoring the inventory of CD, DVD, MDV, DVC, VHS etc… on daily bases;
· Converting\copying of Media related videos and audios in required system formats;
· Monthly archive inventory reports;
· Handling day to day office activities and other required tasks assigned by supervisor;
Jan 2005 – Dec 2005
Worked as Media Distribution Assistant to USAID/APEP-MSS (Media Support Solution), Kabul Afghanistan;

Duties:
· Distribution of RTT (Radio-based Teacher Training) programs to National and International Radio Channels and to other relevant agencies;
· Production of RTT electronic materials in CD’s with imprinting and labeling;
· Editing and corrections making in RTT base programs;
Feb 2004 – July 2004
Worked as News Announcer for Afghan TV channel (1st private TV channel in Kabul), Kabul Afghanistan;

Duties:

· Collection and preparation of daily news from relevant sources for coasting purposes;
· Developing and preparation of daily Pashto news from collected sources and announcing of the same news accordingly.
· Speaker of Live TV programs for several media related broadcasts;
· Making interviews, translation of news from/into;
Jan 1999 – July 2001
Work as Program Announcer for Governmental Radio & TV Station, Ningarhar Afghanistan;

Duties:

· Announcing the program for children in radio, interviews discussions and media related activities;
· Announcing the program for youth in radio, interviews from youth groups and media related activities;
· Acting as drama actor in various type of educational dramas;
	Others:


· HAFIZ-UL-QURAN;
· Completion of Advance English classes more then two year’s conversational and grammatical studies;
· As active assistant for KHPALWAKI Weakly Magazine, DENMARK since Jan 2005 up to now;
Duties:

· Submission of interviews and stories to Khpalwaki weakly to Denmark via internet email system;
· Collection of media relevant reports and topics and submission of the same to Denmark Office;
· Driving + Motor Cycling;
· Operating of any office related electronic equipments such as photocopiers, Printers, Scanners, Binding Machines etc…

	Computer Skills:


Operating sys + Office Use

· MS Windows 98, Me, 2000, XP Professional, Vista
· MS Office 97, 2000, 2003, 2007, XP Professional
· Networking 
· Internet 5.0, 6.0
· IT Solutions
· Windows… Installation, Troubleshooting….
Graphics:

· Flash 5.0, 6.0
· Picture It
· Hollywood FX
Media Support:

· Pro-Tools 
· Cool Edit
· Photo Shop
	Languages:

	

	Language
	Speaking
	Reading
	Writing
	Understanding

	Pashto
	Excellent
	Excellent
	Excellent
	Excellent

	Dari
	Excellent
	Excellent
	Excellent
	Excellent

	English
	Good
	Excellent
	Excellent
	Excellent

	Urdu
	Fair
	Excellent
	Good
	Excellent


Personal Information:

F/Name:
     Sayed Manaf

Date of Birth:
     August/1987

Present Add:
     Ahmad Shah Baba Mena Kabul, Afghanistan.

Prvince:
     Norgal, Mazar Dara/Konarr Provence 
Marital status:
     Single

Native Language:   Pashtu

Place of Birth:
     Kabul

NIC No:
    
     551373
Passport No:
    OR155611

Mobile No:
    0093-(0) 786 14 20 07

    0093-(0) 700 07 07 17 
E-mail:

     Mehdi7868@gmail.com


     M_janan@hotmail.com
References:

1. Eng. Sayed Abdul Manaf
Civil Engineer
Ministry of Urban Development
Kabul, Afghanistan
+93(0)700 601 576
Note:
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