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Professional Experience

Current: Public School (Muscat, Sultanate of Oman) (2011- 2016-current)

PGT English (Senior Section) 
Key Responsibilities: 

· Teaching English Language & Literature (Classes: IX- XII)

· Assessment and correction of Board Exam papers for class X, XI & XII

· Designing the Syllabus, Question Papers, Assignments and Worksheets for English Department.

· Conducted and coordinated co-curricular activities for students and staff (Cultural Programs; Cultural Functions, Annual Day Functions

· Training students in Public Speaking & Communication skills for Intra School &Inter School Competitions & Cultural Programs

· Adjudication & Evaluation of Inter School Literary Events- Drama Competitions; Elocution and Declamation.

· Coordination and Organization of Inter Class and Inter School Competitions: Debates, Quiz  and Spelling Bee

DPS International (Saket, New Delhi) (2010- May 2011) 
PGT English (Senior Section) (IGCSE Syllabus)
Key Responsibilities: 

· Taught English Language & Literature (Classes: IX- XII)

· Assessment and correction of Exam papers for classes XI & XII

· Designed the Syllabus, Question Papers, Assignments and Curriculum for English Department.

· Conducted and coordinated co-curricular activities for students and staff (Cultural Programs; Functions, Annual Day Functions

· Training students in Public Speaking & Communication skills for Intra School &Inter School Competitions & Cultural Programs

· Adjudication & Evaluation of Inter School Literary Events- Drama Competitions; Elocution and Declamation.

Corporate Training Consultant (September 2007-October2010)
Key Deliverables:

· Conduct, Coordinate, Customize and Deliver Organization Development (OD)

· Organizational Behaviour (OB) Training Programs for Corporate Organizations & Clients 

(On Client site Locations)-New Delhi, Mumbai, Gurgaon & UNDP Maldives)

· Delivery of Soft Skills and Customer Care Training Programs

· Delivery of Language & Communication Training Programs

· Design, Develop and customize Training Modules as per client specifications

· Plan and prepare Training Reports for Clients and Profiling of Trainees as per Psychometric parameters. 
DELL Gurgaon: 

Sr. Training Specialist-II (February 2007-August 2007) 
Role and Responsibilities:

Coordinated with the Process Training and Operations for 'best practices sharing' to ensure effectiveness of the KRA'S of the Dell certified 'Resolution Experts' on the floor. 

Coordinated with the Training Team for Designing &

Customizing as per the process; Training Modules and Training programs 

Achieved the team deliverables; according to the defined Metrics. 

Delivery & the Documentation of specific Dell certified Training programs: 

· Business Communication, 

· Customer Service Skills/Soft Skills, 

· Voice& Accent & Culture: US &UK). 

· Conducting and Co-coordinating Pre and Post Assessments for Communication, Language& Voice& Accent

· Preparing Reports for all the Training Programs and assigning feedback for the Trainees Pre and Post Training. 
Training (Consultant) – (July 205- Dec 2006)

Key Responsibilities: 
· New Hire Training & Stratified Training: Culture; V&A, Language

· Borderline Training Program- Customized and Delivered Training for New Hires   

· Accent Neutralization Training Program

· Business Communication: Email Writing Skills: Format; structure & Content: Elements of language; Clarity; tone and appropriate usage in formal written Business Communication

· Key Clients: IBM Daksh-GurGaon; HP Bangalore; GENPACT (Bangalore; Hyderabad; Jaipur & Gurgaon)
IBM Bangalore:
Assistant Manager -Training (Core Team)  (June 2004- June 2005)

Key Responsibilities: 

· Design, delivery and documentation of Pre Process Training programs for the F&A Process BP EMEA. 

· Coordinated training with Operations for TNI & TNA. 

· Customized the Foreign Language Training Programs; for the process as per Client specifications. 

· Conducted and Co-coordinated Pre and Post Assessments & delivered the Training for both US and UK Voice and Non Voice processes.

· Preparation of Release Reports post the Trainings delivered. 

· Monitored E-mails for Non Voice Process and Prepared Client Presentations for Training Road Map
Outstanding Achievement: 
Ensured successful co-ordination and delivery of Training for the assigned Processes. 

100% achievement of Training Deliverables. 

Customer VOC achieved was 5 on a scale of 5. 
Consultant INSITE Trg. Org.(Language & Soft Skills) (December2003- May2004)

· Delivery of V&A Training for UK Process- AVIVA (Client: EXL Noida) 

· Delivery of Language Training: New Hires HCL: Language, Communication, Customer Service and Remedial Training

Planetworkz, NIIT Ltd. New Delhi

Trainer (Language & Soft Skills)  (April 2003- September 2003)
Key Responsibilities: 

· Delivery of Language Training 

· Customization of English Language and Soft Skills Training 

· Customization and delivery of training programs in Business English language skills, 

DPS (Vasant Kunj) New Delhi 
Senior English Teacher (December 1994- October 2002)

Key Responsibilities: 

· Taught English Language & Literature (Classes: VI- XII: 6th-12ths)

· Assessment and correction of Board Exam papers for class X

· Designed the Syllabus, Question Papers, Assignments and Curriculum for English Department.

· Conducted and coordinated co-curricular activities for students and staff (Cultural Programs; SPICMACAY Functions; Annual Day Functions

· Training students in Public Speaking & Communication skills for Intra School &

· Inter School Competitions.

· Conducted Teacher's Training workshops on English Language; Literature& Grammar for DPS Teachers 

Training Programs/Workshops Conducted& Customized: 
· Voice & Accent Training (UK&US Processes) 

· Communication Skills-(Basic) 

· E-mail Writing Skills (Basic)

· Conference Call Essentials 

· Customer Service Skills 

· Pronunciation for Clear Communication 

· Business Communication Skills (Advance/Basic) 

· Accent Neutralization 

· Conflict Management/resolution

· FIRO-B& MBTI

· IELTS

· TOEFL

Skills / Super Specializations / Certifications
· V&A TTT 

· Facilitation skills TTT 

· Behavior based Structured Interviewing 

· Communication skills 

· Language skills 

· Customer Service Skills 

· E-mail writing skills (Basic and advanced) 

· Business Communication Skills

· OB & OD
Professional Qualification & Educational Background
· B.Ed. Central Institute of Education Delhi University

· Post Graduation in English Literature (M.A.) Faculty of Arts, Delhi University 

· Graduation in English Literature (B.A.) Indraprastha College, Delhi University

Other interests
Reading, Writing Poetry, Music, Cinema, Arts, Theatre, and Traveling.
