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Muhammad naeem
Postal Address:  Village Kalshow Tehsil Dir Post Office Dir District Dir(U).

Contact No.   +92313-9222992/+92344-9222992     
E-mail    :   naeemdirvi67@yahoo.com
	PERSONAL STATEMENT 
                                             To accept the challenging position in an organization and grow on the basis of my personal abilities to provide effective and efficient services to the best of my knowledge to an organization and want to become a successful and result oriented personnel, and to utilize my potentials and capabilities for the achievements/challenges of an organization.

	

	EDUCATION
Degree Name

MA (Sociology)

Level


Master Degree

University

University of Peshawar , KPK

Major 

             Sociology.  

Session
             2008–2009
Degree Name

L L.B

Level


Bachelor Degree

University

Law college University of Peshawar, KPK

Major 

            Law 

Session
            2007–2010
	· 

	RESEARCH
Research Thesis on “A comparative study of family institution of Kalash and Muslims in Bamburat valley” A case study of selected Village of District Chitral.
	· 

	WORK EXPERIENCE
· Assistant District Attorney at Dir Upper, Law Parliamentary Affairs & Human Department Government of Khyber Pakhtunkhwa. From December 2022 to Present
            Job and Responsibilities:
· To defend the Government in the Civil Cases before the various court of law in District Dir Upper.
· Preparation of Parawaise Comment/Written Statement in consultation with the concerned department.

· Filing/institution of civil cases on behalf of the Government.
· Preparation of Appeal/Review & Revision etc.

· Recording of evidence in various courts of law in the cases against the Government and the cases on behalf of Government.
· Arguments on miscellaneous application/main cases in the cases against the Government and the cases on behalf of Government.

· Correspondent with government department in respect of their cases.

· Advice and legal opinion to government department in all legal matter including interpretation of law rules and orders having the force of law.

· Preparation of monthly report of litigation cases and it submission to Secretary Law Parliamentary Affairs & Human Department.
· Advocate Peshawar High Court Peshawar:     From March 2013 to November 2022
Involved in practicing law by giving authoritative advice to clients and representing them at court. Also responsible for coming up with practical solutions to the needs of clients by having a thorough and commercial approach to legal matters.
      Job and Responsibilities:
· Independently practicing as Civil, Criminal Labour & Corporate Lawyer at District Courts/High Court Peshawar.

· Drafting Plaints, Written Statements, Applications, other legal documents and reviewing thereof.
· Presenting evidence in court to support clients in legal proceedings.

· Giving oral arguments in a court of law.

· Advising clients on their legal rights and obligations.

· Researching precedents in law libraries and then using the finding to provide a defense for their clients and support their cases in court.

· Writing up legal documents like will, trusts and gifts.

· Involved in out of court settlements.

· Gathering and organizing evidence on behalf of clients.

· Interviewing witnesses, defendants and clients.

· Coordinating planning and building regulations applications.
· Review & preparation appraisals inspection, lease & Purchase agreement.

· Manage all legal matter including those regarding corporate governance, contracts, licensing, intellectual property, suppliers and customers.

· Organizing pay taxes, settlement of Labour disputes, business contracts and managing other legal issues.
· Providing legal expertise and direction to handle legal matters of the company etc.
LEGAL COMPETENCIES
· Possessing the ability to convincingly present a case in court.

· Good knowledge of Civil, Criminal, Labour, Corporate, Electricity and various Local Law. 

· Understanding of contracts, Government regulations, intellectual property rights, patents etc.

· Knowledge of tax and corporate law.

· Experience of supporting vulnerable clients.

· Knowledge of effective file management procedures.
· Having through understanding of company operation, policies and related legal matter.

· Ability to draw and negotiate complex documents.
           Organization 
               Mobile Immunization and Healthcare Organization (MIHO) 
           Organization Type
   Health care NGO

           Designation                    Field  Officer 

           Duration

   Jan 2011– Dec 2011.
      Job and Responsibilities:
· Gather information about the given task, facilitate and arrange meeting with local authorities, communities regarding project related matters and encourage them for their contribution and cooperation.

· Compilation of all fields reports on weekly, Monthly, Quarter and annual basis.

· Brief the field teams about the tasks prior to the commencement of operations.

· Controlling quality and quantity of work in the field according to the SOP.

· Maintain efficient running of the field office and maintain coordination and cooperation among concerned sections.

· Assist in drafting and developing the annual work plan.

· Provide necessary assistance in designing, Implementing, monitoring and project reporting system.

· Maintain up-to-date progress and status records. 

· Develop and manage all training activities under the project.

· Develop, supervise and manage all project staff

· Documentation of Field activities.

· Planning, scheduling and budget forecasting for field activities

· Monitoring field activities

· Coordination with project staff and other stakeholders

· Identification of communication gap between community and organization

· Progress reporting and presentation to head office top management

· Discussion and presentation of project progress in the health cluster meeting at District  level

· Development of strategies to improve project progress

· Newly hired staff training and orientation

· Developed and established health committees in the project areas.

· Be a member of an investigation team while accident occurs.

· Perform any other relevant duty as and when assigned.

            Project            Lowari Rail Tunnel project Dir upper

            Company       Geo consultant-Typsa J/V (Austria)
            Designation    Admin officer
            Duration        Aug-2009 to Jun -2010.          

             Job and Responsibilities:
· Oversee the accounts payable and accounts receivable systems in order to ensure Complete and accurate records of all moneys

· Issue, code and authorize purchase orders

· Reconcile the accounts payable and the accounts receivable

· Manage distribution of utilities bills and collections of accounts

· Administer employee files and records in order to ensure accurate payment of benefits and allowances

· Administer employment agreements

· Maintain the leave management system
· Supervise completion of the payroll and Review payroll reports

· Operating Enterprise Resource Planning Server (ERP)

· Monitoring & administering of employees

· Interviews & Contracts of employees

· Assist with preparation of the budget

· Implement financial policies and procedure

· Prepare and reconcile general bank statements

· Establish and maintain supplier accounts

· Ensure transactions are properly recorded and entered into the computerized Accounting system and also Ensure data is entered into the system

· Prepare income statements as will is Ensure data is entered into the system

· Assist with the annual audit

· Maintain financial files and records

· Manage the filing, storage and security of documents

· Manage the repair and maintenance of computer and office equipment

· Perform other related duties as required. 
	· 

	TRAINING ATTENDED
· Attend three days workshop held at Islamabad Head Office of Mobile Immunization & Healthcare Organization (MIHO) from 31st January 2011 to 2nd February 2011.

           Topic Covered

· Field Policy Development

· Strategy Planning

· Monitoring

· Reporting 

· Employee interaction and basic Management principles.
· Attend one day training on HUMANITRATIAN ACTION” organized by the United Nations office for the coordination of Humanitarian Affairs June 01, 2011.
· Attend two day International Humanitarian Law course organized by the International committee of the Red Cross (ICRC) From 26 November 2008 to 27 November 2008.
FORUM ATTENDED
· Attended Multi Stake Holder Forum 
	· 

	PERSONAL INFORMATION
CNIC No.
:  15701-1160925-9

Date of Birth
:  June 2nd 1985
Father’s Name
:  Shah Hussain
Domicile           :  District Dir upper   

Marital Status
:  single
Religion

:  Islam

Physical

:  Excellent
PROFESSIONAL SKILLS
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Analytical and problem solving skills
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Effective Drafting skills
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Possess cultural awareness and sensitivity
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Excellent interpersonal skills
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Team building skills

[image: image6.png]



Very effective organizational skills
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Stress management skills
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Time management skills
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Ability to speak the local language
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Computer skills including MS Office, MS Word, MS Excel, MS PowerPoint
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knowledge of office administration and bookkeeping procedures
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Excellent verbal, presentation and listening communications skills
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Good team building skills 
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Excellent data collection and knowledge on M&E tools. 
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Good report writing skills 

LANGUAGES
· Written, spoken and thorough understanding of English, Urdu and Pashto.
INTEREST
· Reading books, Newspapers

· Listening Music

· Participate in games
REFERENCES

· Mr Hamish Khan

Civil Judge Cum Judicial Magistrate at Chitral

Cell # 0347-7550300

· Mr Ijaz Ali Khan

Deputy Collector at Khyber Pakhunkhwa Revenue Authority(KPRA)

Cell # 0332-222372

· Mr Waqar Ahmad

Deputy District Attorney at Dir Upper

Cell# 0300-9116097

· Mr Inayat Ur Rahman

Assistant Director Legal at Federal Investigation Agency 

Cell # 0301-8578714

· Mr Salah U Din Yousafzai

Advocate Peshawar High Court at Peshawar

Cell # 0344-9553098

· Mr Anwar Ali Khan 

Advocate Peshawar High Court at Peshawar

Cell # 0332-9197729
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