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Seeking Managerial assignment in Training/Education Management/Content Management/Performance Management and Client Servicing with an organization of repute preferably a leading player in the Education Sector.
SYNOPSIS


· Qualified MCA with over 4 years of experience in Education sector with sufficient exposure in Training Delivery and Team Management.
· Certificate in Information Technology by MKCL Arabia – KSA (Kingdom of Saudi Arabia)
· Certificate in ICDL (International Computer Driving License)
· Attended Workshop on Managing Success in Education – KSA (kingdom of Saudi Arabia)
· Attended Workshop on Adobe Photoshop – KSA (kingdom of Saudi Arabia) 
· Certified as a Master Trainer to impart various training on IT for Students of Riyadh University - KSA
· Interacting with Stake Holders, account management and identifying options to service client in a better way.

· Strong technical skills with sound knowledge of MS Office and MIS reporting tools. 

· An effective communicator with excellent interpersonal & relationship management skills.

ORGANIZATIONAL EXPERIENCE

MKCL Arabia 




Campus Coordinator 

Riyadh, KSA




Sep'08 – Sep’2012
MKCL Arabia is a leading name in the education sector with strong presence in managing 
· Lead a team of 38 IT Trainers for imparting IT skills training to the undergraduate students in the preparatory year of King Saud University for women.
· Planning, Coordinating and Managing IT classes for the Students of King Saud University.
· Framing work direction and plan for the Trainers after assessment of their capabilities.
· Preparing & presenting various weekly/monthly MIS reports pertaining to Program performance.
· Setting up Targets, Standard Operating Procedures, Service Levels.
· Reported directly to Director – International Business Program on the progress of various projects.
· Played key role in Content creation and management of various training programs.
· Responsible for setting up a structural process on Train the Trainer Certification.
· Lead a team of IT trainers to produce above 90% result in 4 consecutive semesters.
· Initiated 100 Day Plan Strategy to prioritize business initiatives.
· Introduced Skill Matrix for Trainers to track and develop individual’s skills.
· Set up a Performance Improvement Plan for students below the desired level. 
· Updating the team on process updates on a regular basis and motivating team members to perform in a highly competitive environment.

· Performing Quality checks on daily basis, recording and maintaining Quality data on MS Excel. Updating the team on errors committed by the team members so that they are not repeated in future. 

· To look after the team in absence of Team manager and provide floor support and coaching to the team members. 

Aptech Computers                         



 
Computer Faculty
Lucknow, India




Feb '08 – Aug '08

· Aptech computers is a leading Indian Multinational Company working in the IT Education and Services sector with strong presence in the Asian subcontinent.

· My job involved delivering the training as per the program.
· Maintaining the MIS for all current and past batches.
· Ensuring quality is not compromised and Content is up to date.
· Liaise between student and the management and ensure coordination.
ACADEMIA

Post Graduation Diploma in Education Administration - Symbiosis Centre for Distance Learning (Appearing)
Masters in Computer Application - Indira Gandhi National Open University Lucknow 2011
Bachelors in Information Technology - Indira Gandhi National Open University Lucknow
2006
BTEC Higher National Diploma - Edexcel and Indira Gandhi National Open University  Lucknow 2005
IT SKILLS
· As Computer science has always been a part of my Curriculum from Class-1 to Class- 12, I have strong PC Skills and well versed with Microsoft Office applications such as MS Excel, Word, Power point etc.
· Languages know: - C#, html, dhtml, javascript, C++, java.

· Web Technology: ASP.NET

· Database: SQL Server, Microsoft Access


· GUI: Visual Basic 6.0, Microsoft Visual Studio 2005

· Operating Systems: Windows 98 and 2K Pro

· Packages know :- Microsoft Office, Coral Draw 10, Adobe Photoshop 7.0,  Macromedia Flash MX, Macromedia Director MX, Macromedia Dream viewer.
PERSONAL DETAILS

Date of Birth


 
: 
4th Nov 1982
Marital Status



:
Married

Religion                                                 :           Islam (Sunni)

