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My objective is to contribute and bring difference to the lives of people through Training. I am also Passionate about my work, I want to use my experience to the fullest and increase my learning in the process.

WORK EXPERIENCE - SUMMARY:
Overall 2 years of experience, out of which 1year with training and consulting organization of international repute.

My key performance areas have been:
· Designing and finalizing training calendar

· Ensuring the training are conducted smoothly 
· Taking care of logistics

ACADEMIC BACKGROUND:
· BMS from Mumbai University(2010-2012)
WORK EXPERIENCE - Details:
Company Name
: Par Excellence Leadership Solutions Pvt. Ltd.
Duration
: 28 February, 2013 to Present
Designation
: (HR)-Training Coordinator
Par Excellence provides services in the areas of Training, Coaching, Assessment, Surveys, Feedbacks and Certification Workshops 
Key Roles & Responsibilities
· Organizing the training program.
· Selling and marketing training programs.
· Creating timelines and work plans for all the training program, as directed

· Organize the training include: review the list of participants, distribution of materials and training
· Make training list for participant to sign, take back training documents.
· Get the document for certificates
· Helping the content writer team for finalizing the content of the programs.
·  Involves creation of training materials, power point presentations, handouts, other materials as required by each training program.

·  Compiling final reports for training programs. 

·  Planning, management and execution of logistics for all training 
·  Looking after the participant assessment and pre-work has been done by the client before the workshop by   coordinating with clients.

· Scheduling One on One discussion of the client with the trainer

· Preparing the expense sheet for the open workshop program
· Record results of evaluation and training
· Archive records of training, including course content, the training, the number of students, results, feedback
· Having good contacts with the trainers and other training Organization. 
Other duties
Required to undertake other duties as directed
Company Name
    : MDC Group of company 
Duration
: April 2012- Jan 2013
Designation
: International Marketing Executive

Exporters of fine chemicals, pharma intermediates, phase transfer catalyst and for API products (Active Pharma  Ingredient)
Key Roles & Responsibilities
· Co-ordinating with the international clients through calls & mails

· Introducing our products in the international world

· Giving the prices & negotiating about the same

· Taking the orders & timely fulfilling them

· Follow up & documentation
OTHER ADDITIONAL SKILL:
· Completed MS-CIT course with 88%
· Computer Knowledge: MS Office, Photoshop

PERSONAL SKILLS & COMPETENCES
· Committed, Focused  & Self Motivated
· Effective Communication Skills
· Excellent Leadership skills

· Negotiation Skills

· Can make best use of available resources

· Understands creative processes
Able to work well in teams 

EXTRA CURRICULAR ACTIVITIES OR INTERESTS:
· Research on training content
· Relationship building and networking
PERSONAL DETAILS:

Date of birth

:
 6th Sep 1991 
Place of Issue

:
Thane
Language

:
English,Hindi, Marathi and Malayalam 


