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TRAINING CO-ORDINATOR /ADMIN ASSISTANT 


	Objective

	To conduct and supervise training and development programs for employees. Deliver breakthrough innovation in business applications that enables organizations of all sizes to pursue their business goals with confidence. Recognizes the training needs and develop the strategic materials that offer a way of developing skills, and enhancing productivity.  I adhere to the quality of work, and building loyalty to the firm.

	At a Sight 

	Professional skills 

· 3+years experience in developing training coordination and custom e-learning courses.
· Plans, coordinates and conducts general and specialized employee training, educational and development programs.

· Confers with management to gain knowledge and identify work situations requiring preventive or remedial training for employees.

· Design teaching outlines in conformance with selected instructional methods
· Coordinates and provides instruction for the Skills Enhancement Program 
· Organizes and develops training manuals, reference library, testing and evaluation procedures, multimedia visual aids and other educational materials.

· Screens, pretests and counsels employees regarding training, educational and development programs.

· Tests trainees to measure learning and to evaluate effectiveness of training presentations and programs.

· Prepares and present new employee orientations.

· Develops and presents presentations/programs to various groups.

· Maintains and develops training website and database systems.
· Develop and promote programs and services of the Business and Training 
· Develop and maintain the marketing strategy for the training department as well as programs offered for both internal and external customers.
· Develop, administer and monitor all training contracts including On-the-Job training and external trainings. 
· Manage client meetings and estimate client requirements.

Interpersonal skills
· Nimble and flexible in adapting client needs and cultural realities.

· Plan, organize, and direct a wide range of training activities. 

· Co-ordinate with rank-and-file workers to maintain and improve their job skills, and possibly prepare for jobs requiring greater skill. 

· Motivate subordinates to improve their personal skills in order to deal effectively.

· Set up leadership or executive development programs among employees in different levels.
· Excellent writing skills with strong attention to detail to ensure consistency and quality.

· Excellent interpersonal and verbal communication skills.
· Able to build rapid confidence and credibility during client interactions.
· Supervise the project team to successfully deliver project objectives.
· Able to speak the language of business with clients.
· Define problems, collect data, establish facts, and draw valid conclusions.
· Work with detail, problem solve and communicate problems.


	Experience 

	Robert Bosch Engineering Solutions India November 07 till January 09
Training co-ordinator
Responsibilities

· Develop, plan, and provide technical training for the HR team.
· Assist to determine departmental training needs and recommend/implement appropriate action.
· Assist with client visits, tours, debriefings, and study initiations.
· Ensure training of new and existing technical staff is consistent, thorough, and documented through Formal Training Records.
· Be the point of contact for the different departments for the trainings

· Allocate the users for the various training sessions

· Arrange for the meeting rooms and technologies required for the trainings

· Resource allocation and scheduling – point of contact for delivery manager
· Coordinate workflow and keep projects on schedule

· Assist the Director in business correspondence

· Manage the front desk

· Develop and maintain the office filing system

· Develop technical strategies to deliver solutions that support business objectives 

· Deliver product training that helps customers understand the operational, financial and business impact 

· Coordinate with the client to organize and manage the project life cycle
· Planning team building programs
· Supervise the project team to successfully deliver project objectives
· Scripting and content creation for e-learning

· Instructional design reviews and content review

· Course presentation to client

Meta Learn Systems April 07 to November 07 

Senior Instructional Writer

Responsibilities:
· Researching and selecting target business markets 

· Analyzing target audience

· Content design and storyboard for e-learning quality adherence

· Course/ module specific documentation and develop custom content for learning modules 

· Scripting practice activities and assessments

· Develop CBT and WBT story boards

· Developing custom content for learning modules 

· Scripting practice activities and assessments

	Instructional designer/technical writer Aufait technologies-Jan 06 to March 07 

Training co-ordinator/ Admin Assistant
Responsibilities:
· Assist the Director in business correspondence

· Manage the front desk

· Develop and maintain the office filing system

· Planning marketing programs

· Organize client meetings

· Planning team building programs

· Course/ module specific documentation

· Developing custom content for learning modules 

	Project in Wipro technologies in contract with Edutech Dimensions (Oct 2005 to Jan 2006)
Designation: Content management-Lab Trainee
Responsibilities:
· Maintain Tegrity Lab-Use Tegrity Software to develop CBT
· Interact With SME and develop the CBT content
· Design the training lab for the associates
· Be the point of contact for the various departments in accessing the trainings


	Key Domain Expertise 

	· Technical Writing and training design
· Easily get expertise to any domain

· Develop modules in HTML

· Design Multimedia Package production

· Design and develop E learning Modules

· CBT and WBT preparation 

· E learning Video production
· Vision the learner goal and design a compatible solution


	Professional and Academic Qualification

	· M.Sc in Electronic Media from Bharathiar University with 80%

· B.Sc in Electronics from Calicut University with 75 %

· Honours Diploma in Computer application from Computer Sakhirata mission 

	Technical Expertise

	· Ms office

· Adobe Captivate

· HTML

· Adobe presenter

· Toolbook
· Frame Maker
	· Robo Help

· VSS

· Photoshop

· Flash 

· C programming

	Areas of Specialization 

	· Training Management

· Project Coordination
· E Learning

· Instructional Design and Technical Writing

· Multimedia Package development-CBT and WBT

· Content Management


