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Dear Sir,

This letter comes with my resume, requesting you to consider me against any suitable position which may be vacant in your organization. The prospects of working in your organization has created in me an enthusiasm to learn and develop myself, while I fulfilling responsibilities of the job, I am being considered for. I am open to venture into any new line where I can use my skills and abilities

Enclosed is my resume.  While the possibility of working in your Company sounds both exciting and challenging, I look forward to an opportunity to discuss this further with you. 

My experiences include:

1 Currently working with Aegis Ltd as an Assistant Training Manager for Telecom, ISP, Automobile and FMCG companies, from September 2009 till date.

2 Worked with Hutchison 3 Global Services, as a Lead Advisor from March 2007 till June 2009.

3 Worked with Technics Events as a Senior Event Supervisor from August 2006 to January 2007.

Being a firm believer in the power of Team Work, I consider myself a ‘people person’.  I believe in empathizing with the Company and working hard to achieve its goals, it is this dedication and service – focused approach that I bring to your esteemed organization.

I look forward to an opportunity to discuss how we can partner together.  Thank you for considering me.

Sincerely,

Objective

To utilize my knowledge and experience towards a challenging career in a growth oriented organization where professionalism is recognized and appreciated.

Profile

· Excellent Communication Skills

· Responsible

· Possess Self Confidence

· Open to work and Learn Work

· Team Player

Professional Experience

1)
Aegis Limited 






 (Pune, India)


Designation - Assistant Manager Training 


2nd Apr 2011 - 28th Dec 2011

Responsibilities


· Facilitate Functional Trainings of various business functions in order to equip the line staff in terms of the knowledge and Process skills required for their day to day jobs
· Line up a training calendar for different business functions in consultation with the business manager and reporting [New hire as well as refresher trainings]
· Facilitate the training logistics
· Ensure feedback from participants and business managers is funneled into future trainings
· Coordinate, facilitate and reinforce the policy and process training to new and existing executives and mentor the training team to ensure effective training roll outs

· Management of site level reports

· Ensuring Training Compliance as per Company and Client mandates

· Liaise with the central training compliance team to implement all policies and procedures at site level

Team Strength

· Direct Reportee:3 Lead Trainers and 6 Specialist Trainers

Achievements

· Increased training throughput from 40% to 85% in 2 months

· Consistently met training throughput at 85%

Portfolios Handled

· Bharti Airtel – Customer service 

· Etisalat – Customer Service

· Tikona - (Inbound, Outbound, Back Office)

· Hindustan Unilever – Customer service and sales 

· Nissan – Sales and after sales

· BGG – Right Choice – Sales and Customer Service

· Vodafone – Customer Service

· Idea - Customer Service

· Loop - Customer Service

2) Aegis Limited  






(Pune, India)

Designation - Lead Trainer  




Sep 2009 - 1st Apr 2011

Responsibilities

· Conduct New Hire Trainings as well as refreshers for agents and support staff on floor.

· Ensure all the trainer reports are up to date and further channeled to the respective managers.

· Conduct Process knowledge Tests for agents on floor.

· Conduct Interviews (2nd round screening) for all portfolios handled.

· Conduct audits for the entire pune training site.

Portfolios Handled

· Bharti Airtel – Customer service 

· Etisalat – Customer Service

· Tikona - (Inbound, Outbound, Back Office)

· Hindustan Unilever – Customer service and sales 

· Nissan – Sales and after sales

· BGG – Right Choice – Sales and Customer Service

· Vodafone – Customer Service

· Idea - Customer Service

· Loop - Customer Service

Achievements

· A certified trainer after successfully completing a Training Excellence Workshop.

· Consistently met training throughput at 85%

· Transitioned 6 processes from the Telecom, Automobile and Consumer goods industry

· Awarded the start performer for Etisalat Training.

· Completed a certified Train the Trainer course.

3) Hutchison 3 Global Services 




(Pune, India)

Designation - Lead Advisor  




March 2007 – June 2009

Responsibilities

· Taking New Hire Trainings for agents.

· Handling the floor in the absence of the managers

· Handling escalation calls.

· Worked very closely with the quality team to improve the quality scores of agents.

· Worked very closely with the Process and Change team to set up and update the knowledge portal for the betterment of the process.

· Analyze the agent’s right from their training period till their On Job Training and give them time to time feedback in order to increase their performance.

· Mentoring the Technical Customer Service Support Floor comprising over 90 agents.

Achievements

· Sent to U.K within 9 months of tenure for transition of a new process.

· Awarded the “Dream Team Award”

· Handled bottom performers on floor for 3 months and brought them up to the curve with a 100% conversion. 

4) Technics







(Mumbai, India)


Senior Event Supervisor





Feb 2002 – Feb 2007

Responsibilities

· Responsible for handling a team of over 40 executives

· Responsible for client servicing

· In charge of Pune and Goa accounts.

· Handled production of events keeping in mind the client requirements.

· Handled vendors in regards with production and set up’s.

· Successfully organized events for Mphasis, Wipro, WNS, Mahindra British Telecom etc.

Educational Qualification

· Higher Secondary Education – Feb 2003

St Patrick’s Junior College

Maharashtra State Board, India

· Secondary Education – March 2001

St Vincent’s High School

Maharashtra State Board, India

Additional Qualifications

· Excellent Basic Computer skills (MS Office – Word, Excel, Power point)

· C,C++

Personal Information

Date of Birth

: 19 December 1984

Language Proficiency
: English, Hindi, Marathi

