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PIRZADA DANIAL WALAYAT SHAH
Email:  daniyalshah1989@yahoo.com
Tel: +923135342431/+923135742320
Skype: danishah66
CAREER OBJECTIVE:
Pursue a career with a credible organization, where I have a learning environment and space to demonstrate my abilities and dynamism to make a real difference.

I am an ambitious, energetic and confident individual all set to work in a challenging environment.
I believe that given an opportunity I can contribute towards realization of the object of your esteemed business.

EDUCATIONAL CREDENTIALS
· MBA-Finance (2009-2011)
               Foundation University Islamabad
· B.Com (2007-2009)
               University of Agriculture Faisalabad 
· HSSC (2005-2007)
Federal Board of Intermediate and Secondary Education Islamabad
· SSC (2003-2005)
Federal Board of Intermediate and Secondary Education Islamabad 
PRACTICAL EXPERIENCESXPERIEN

CE
June, 2018 to December, 2018
· As HR Manager worked with Zambeel Stores with following key responsibilities;
· Training and Competencies
· Organize all training.

· Track expiry dates to ensure qualifications and certifications are valid.
· Deal with any training queries.
· All training administration - updating training matrix, scanning documentation, joining instructions etc.

· Recruitment and on-boarding
· Scheduling interviews.
· New joiner documentation.
· Organize inductions, deliver inductions when required.
· Schedule probation reviews and complete necessary paperwork.
· Time-sheets
· Enter time-sheets into master spreadsheet.
· Checking time-sheets against shift reports for accuracy.
· Check working time.
· Raise any concerns.
· Appraisals

· Chase outstanding appraisals.
· Book appraisal meetings as required.
· Ensure actions from appraisals are noted and being auctioned.
· Absence

· Update absence tracker.
· Ensure absence documentation is completed.
· Reward and benefits

· Administration for benefits schemes.
· Apprenticeships / Trainees / Graduates
· Keep track of apprentices/trainees/graduates.
· General Administration 
· Advise on company policies and procedures.
· Any other HR duties as required.
September, 2011 to March, 2018
· As Program Officer (HR & Finance) worked with Roots Pakistan-a grass root development action.
June, 2011 to July, 2011
· Thesis on comparative study of investment pattern of life and non-life insurance companies.
July, 2010

· As Volunteer worked with NAFA (NBP Fullerton Asset Management Ltd) in Retail and Corporate Marketing Department.
INTERNATIONAL TRAINING
· Training on CGE (Computable General Equilibrium)  Modelling organized by South Asia Watch on Trade, Economics and Environment (SAWTEE), South Asian Network on Economic Modeling (SANEM) & Centre for WTO Studies (CWS) at Kathmandu, Nepal (Oct, 2013).
PROFESSIONAL SKILLS
· HR administration/Officer experience.
· Intercultural skills.
· Communication skills.
· Interpersonal skills - confident in dealing with people across all levels of the business.
· Can work independently as well as part of a team.
· Ability to maintain the highly confidential nature of human resources work.
· Problems solving in a timely manner.
· Computer skills in a Microsoft Windows environment.
PERSONAL PROFILEXPER
IEN

· DOB: 30th March, 1990

· Address: House 842 Street 105 Sector 3 Gulshan-e-Abad Adyala Road, Rawalpindi
· Languages: English, Urdu & Punjabi
REFERENCES XPERIEN

· To be furnished upon request.
