ASAD 
E-Mail: asad.374702@2freemail.com  
Aiming for senior level managerial assignments (As Training Executive Manager) in Training & Development / Career Development with a high growth driven organization preferably in Mumbai, Baroda, Surat & Pune 

A BRIEF OVERVIEW

· A multi-faceted professional with 18 years of rich experience in Training & Development activities encompassing professional and personal development of careers.

· Proven abilities to enhance the process operations escalate productivity & operational efficiencies; while curtailing the costs / expenses.

· Excellent in managing for the set up of complete training facilities with the accountability for strategic utilization & deployment of available resources to achieve organizational objectives in coordination with contractors & interiors.

· A keen planner, strategist and implementer with proven success in devising and effectuating policies aimed at ensuring smooth running of operations and execution of administrative tasks. 

· Demonstrated abilities in relating to people across all levels and motivating them towards the achievement of their organisational as well as personal objectives. 

COMPETENCY MATRIX

Training Program Management


Career Counseling & Development

Personality Development

Attitude Mentoring






Motivational Development




General Administration

MIS Management






Budgeting & Cost Control




Audits & Inspections

Agreements & Contracts




Vendor Management





Liaising & Coordination

Industrial Relations






Performance Management




Relationship Management




ORGANIZATIONAL EXPERIENCE

Vinsys IT Services India Pvt ltd., Pune   

















From March’13
Asst. Manager – Corporate Sales & Operations 

Key Deliverables

· Fulfilling the training requirement for clients like, IBM, L & T, Wipro, Infosys etc.
· Overseeing preparation as well as rolling out the monthly & quarterly training calendar. 

· Functioning as the In-charge for:

· Maintaining and updating the various MIS along with the Monthly Dashboard.

· Preparing a training process document like raising PO, Invoices, booking training venue and ensuing all payment are done on time. 

· Sharing: 
· Training feedback with the clients on training delivery as well as delivery enhancements.
· Training feedback as well as attendance of participants for all trainings to the clients along with management.

· Raising Invoices for all technical trainings conducted for various competencies.
· Ensuring:

· Participation of all concerned for making training an event of learning and development as per schedule.

· Timely scheduling of trainings falling under various projects.

· Interacting with the Department Heads for finding out the training needs. 
· Ensuring yearly target and billing met.

· Taking care of venues and H/W & S/W for each training delivered.
IBM India Pvt. Ltd., Bangalore





                                                              since Jan’09 to Feb’13   
Learning Delivery Specialist
Key Deliverables

· Spearheading responsibility for managing the gamut of operations pertaining to provisioning of end to end services in scheduling training as per the request from the competencies.
· Overseeing preparation as well as rolling out the quarterly training calendar. 

· Functioning as the In-charge for:

· Maintaining and updating the various MIS alongwith the Monthly Dashboard.

· Preparing a training process document. 

· Sharing: 
· Monthly feedback with vendors on training delivery as well as delivery enhancements.
· Training feedback as well as attendance of participants for all trainings with competencies alongwith management.

· Raising Invoices for all technical trainings conducted for various competencies.
· Ensuring:

· Participation of all concerned for making training an event of learning and development as per schedule.

· Timely scheduling of trainings falling under various projects.

· Interacting with the Department Heads for finding out the training needs. 
Projects Undertaken: Handled 4 projects:

· Project Peacock - For Storage Team.

· Project True Blue - For Unix and Intel Team. 

· Project VMware – Midrange. 

· Project - iSeries – Midrange.

Upskilling Project Brief:
          
Up skilling projects are set of trainings for set of participants which are identified by competencies. Each 




participant has to undergo all 
the trainings. If participants are absent even for one training then he may not 




qualify next level. Upskilling projects are high focus trainings, where project managers, Program Manager, 




competency and Training coordinator are involved. These projects are time bound and success or failure of 




projects depends on how it shapes up. As I said it is high focus, we have to attend weekly governance call, 




prepare complete roadmap for project. Base on Mentees list batches are made. Cost is finalised. In every weekly 




governance call we discuss how training is going on, what is the issue, challenges if any. We proactively provide 




solutions to the project manager (like consultant). Keep check on budget that is allocated to the project if it 




exceed then we have to bring to the notice of project manager 
and program manager also provide solutions how 




and where we can reduce the cost. At the end of project participants are assess and project are reviewed. If 




project is successful it is in Green color or else it will be in amber or if it fails then it will be in red color. 

Citigroup Global Services Ltd. (A Member of Citi), Mumbai











Feb’05 to Dec’08
Training Coordinator

Key Deliverables

· Identifying the training needs for the USCAD Division by analyzing various tests and assessment scores.

· Overseeing preparation as well as rolling out the monthly training calendar. 

· Providing assistance to:

· The Training Manager in preparing a training process document. 
· Manager / Supervisors on vendor agreement renewals as well as checks on a regular basis. 

· Functioning as the In-charge for maintaining the training MIS as well as the Training Tracker and subsequently uploading all the training related data. 

· Coordinating the training dates as per the availability of the trainers.
· Looking after activities like booking Conference / Training Rooms for all the internal trainings.
· Ensuring maintenance / up-keep schedules in adherence for training rooms, computers, projectors & other equipments.

· Raising SF (Bills) of Trainings conduct at USCAD (Voice and Accent training, QAI, First Advantage, Davar’s Corpexcel, Wheels and miles, Foreign Registration).
· Liaising with the Chennai Team regarding processing as well as timely release of payments.
· Handling the library operations including preparation of the monthly schedule for Librarians, maintenance of stock inventory for Books & DVD’s, etc.
Highlights

· Distinction of forming part of the COPC Audit.
PREVIOUS WORK EXPERIENCE
Arena Multimedia (A Division of Aptech), Mumbai















1999 to 2005


Administrative Officer

Key Deliverables

· Checking all purchase invoices. 

· Monitoring activities of the helpdesk and reception area to ensure effectiveness.

· Preparing expense claim vouchers as well as getting management approvals.

· Liaising with Govt. / Pvt. Sector as well as maintaining good relations for future benefits.

· Attending periodical meetings with all business partners.

Highlights

· Conducted Seminars on the benefits of Multimedia.

Sir Agrawal’s Classes, Borivali (Mumbai)


















1998 to 1999


Marketing Executive   
Other Highlights

· Initiated major career development measures during pre and post assessment periods.
· Excellent award for Scheduling 50 training in a  month without any escalation.

· Major workshops:
· Conducted Mulitmedia Workshop.
IT SKILLS

· Conversant with MS DOS 6.22, Windows95 / 98 / 2000 / NT.

· Well versed with MS Office (Excel, Advanced Excel), Corel Draw, Adobe Illustrator, Adobe Photoshop and Flash.

PROFESSIONAL QUALIFICATIONS 

· Diploma in Basic from Apple Industries from Mumbai, 1992.

· Computer Graphics Package from Arena Multimedia, Mumbai, 2002.

ACADEMICS

· Bachelor of Commerce from University of Bombay, 1995.

PERSONAL PROFILE

· Date of Birth

:
10th May, 1972.

· Languages

:
English, Hindi, Marathi & Gujarati.

