yousuff salman- CV No. 1996122

CAREER OBJECTIVE:
Seeking an opportunity in a growth oriented organization where I can learn, utilize my skills to its full potential and contribute the growth of the organization with 5yrs+ as Training and development coordinator.
STRENGTH & SKILLS:
· Project management skills

· Strong organizational, analytical, and interpersonal skills

· Creative and innovative writing ability, including proofreading and editing for grammar and                                    punctuation

· Exceptional written and verbal communication skills

· Ability to multi-task and work independently

· Ability to interact with staff at all levels in a fast-paced environment

WORK EXPERIENCE:
Training and development coordinator

(Needs Multi Solutions) Mysore        

Jun-2008 to Feb-2014
Essential Roles & Responsibilities:
· Identifying training and development needs within an organization through job analysis, appraisal schemes and regular consultation with business managers and human resources departments
· considering the costs of planned programmes and keeping within budgets as assessing the return on       investment of any training or development programme is becoming increasingly important
· working in a team to produce programmes that are satisfactory to all relevant parties in an     
   organization, such as line managers, accountants and senior managers at board level
· Map out training plans, design and develop training programs (outsourced or in-house) 

· Choose appropriate training methods per case (simulations, mentoring, on the job training,            professional development classes etc) `
· Market available training opportunities to employees and provide necessary information 

· Conduct organization wide needs assessment and identify skills or knowledge gaps that need to be          addressed 

· Use accepted education principles and track new training methods and techniques 

· Design and prepare educational aids and materials 

· Assess instructional effectiveness and summarize evaluation reports determining the impact of    training on employee skills and how it affects KPIs 

· Partner with internal stakeholders and liaise with matter experts regarding instructional design 

· Maintain updated curriculum database and training records
· developing effective induction programmes
· devising individual learning plans
· producing training materials for in-house courses
· managing the delivery of training and development programmes and, in a more senior role, devising a training strategy for the organization
· monitoring and reviewing the progress of trainees through questionnaires and discussions with managers
Employer: 
NBAD

(Nation Bank of Abu Dhabi) Sharjah   




  June 2014 to Aug 2014
Out Source by Reach Management Services

Senior Sales officer (Salary 5000 AEDpm)
Essential Roles & Responsibilities:

· Discuss research, service levels, and subscription pricing options. 

· Upgrade services to include other product offers. 

· Assist with transitioning new clients from salesperson to account manager. 

· Train clients on research service, methodology, reports, and company website. 

· Set up conference calls between clients and research staff. 
·  Acquire and effectively communicate responses to client questions. 
· Work with Sales Manager and Marketing team to come up with new outbound marketing ideas. Provide input to team to help develop client programs. 
· Provide feedback from clients to assess possible refinements to existing products and the need for new products. 
· Maintain accurate customer database of industry contacts for mailings, reporting, and marketing programs. 
· Consistently provide detailed updates on activities to Sales Manager. 
· Contribute to team effort and work on special projects.
Employer:
5in Basic Amenities pvt ltd 
Mysore                                                           Oct 2015 to June 2016
Assist To HR 

Essential Roles & Responsibilities:

· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.

Employer:
HR/Marketing Manager                                   Aug 2016 to Till Date
Essential Roles & Responsibilities:

· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Prepares employees for assignments by establishing and conducting orientation and training programs.
· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.
· Instilling a marketing led ethos throughout the business
· Researching and reporting on external opportunities

· Understanding current and potential customers

· Managing the customer journey (customer relationship management)

· Developing the marketing strategy and plan

· Management of the marketing mix

· Managing agencies &Measuring success

· Managing budgets & Ensuring timely delivery

· Writing copy, Approving images, Developing guidelines, Making customer focused decisions

ACADEMIC QUALIFICATION:
Bachelor of Business Management (BBM)                                       

                    Year - 2008
University of Mysore, India
Computers Qualification:
Proficient in: Internet & Email

          Microsoft Office

          Windows 2000/XP
PERSONAL INFORMATION:
Date of Birth

:
6th May, 1986
Nationality

:
Indian
Marital Status

:
Married
Languages Known

:         English, Hindi, Urdu and Kannada
Date:
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