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BACKGROUND SUMMARY
· Training Management, Learning & Development, and Recruitment Professional with over 12 years’ experience in organizational effectiveness, marketing, sales, staffing/recruiting, learning, performance management, compliance, employee relations and communication in various industries. 
· Handled responsibilities to conduct initial screening of candidates, interview, set up technical screens, coordinated with managers to complete interview process, and prepare documentation for background review. 

· Met the authorities of various industries such as Education, Manufacturing, AC & Refrigeration, IT and Hotel Industry, for their requirements to fulfill their need for skilled manpower.

· Coached over 1000 individuals as part of in-depth development programs, assessment, and career development programs. 

· Equip and encourage individuals to meet their challenges by helping them to develop psychological enhanced skills on self-awareness of their behavior and patterns.

· Provide a time- limited, contractual, confidential and ‘results-oriented’ partnership designed to equip trainees with the insights and tools that they need to develop themselves and their organizations e.g. Communication skills, Accent Neutralization, emotional intelligence, selling skills, negotiating skills, assertiveness, dealing with teams, conflict resolution, problem solving etc.

· Excellent verbal and written communication and in-depth awareness of multicultural issues. 

· Consistently achieves deadlines and maximize productivity in fast-paced and detail-intensive settings. 

· Technically astute, with strong computer skills and aptitude for software applications.

· A flexible team player with excellent follow through, initiative, listening, and decision making abilities to achieve results. 

· Exhibits the ability to learn new skills very quickly and adapt in nearly any situation.

· A professional, motivated, and service-oriented individual with a lifetime dedication to service and professional ethics.

Achievements and Abilities

_________________________________________________________________________________

Training: US Staffing, Tax Terms, Global Staffing Pattern, Contracting and permanent employment, Personality Development, Personalities, Verbal & Non Verbal Communication, Customer Service, Goal Setting, Time Management- (efficiency & scheduling), Psychometric assessments, Inter-personal relationship, Grooming, Team Building & Leadership. 

Programs/Procedures: Effective Body Language, V&A (Global, American & British), Conflict Management, Decision Making, People Management, Design & delivery of career guidance, Rapport building, Etiquette, Listening Skills etc. 

Workshops: Successfully conducted workshops based on Selling Skills, Marketing, Brand Promotion, Personality Development/Interview Handling Skills/ Correct Grammar & Communication in some of the most reputed Service Industries and Educational Institutes.  

Translation/Writing: An active author for TCYonline.com. Translate sample papers for various competitive exams from English into Hindi. All the translated papers have been approved by the experts and have been successfully published on the website. I am continuing my services as we are being mutually benefited. 

Click the link to see my presence in their website as an active author - 

http://www.tcyonline.com/india/authors.php 
Blogging/Publishing: Write stories/blogs for a very popular Hindi portal http://www.achhikhabar.com. Some of my stories have been successfully published and appreciated by the people across the country. 
Education & Training

___________________________________________________________________________

· Master of Business Administration in Human Resource.   

· Bachelors’ degree in Arts (English Language) from Kanpur University, U.P (India)

· Undergone training for “Selling Skills, Effective Communication & Accent Neutralization” by IBM Daksh & Saffron Global.

Highlights and Technical Qualifications

___________________________________________________________________  

· Operating System
:
 Windows 7/ Vista /XP/98, DOS

· Applications
:
 MS-Office Suite 2007 / 2003 (Word, Excel, PowerPoint, Outlook)

· Web Browsers
:
 Internet Explorer, Mozilla Firefox, Google Chrome 

PROFESSIONAL EXPERIENCE: 

Freelance Trainer

Clients: Bajaj Allianz, LIC, Aviva Life Insurance. A4e India Pvt. Ltd., Maharana Pratap Engineer College, Kanpur
· Worked as a contractor and provided services to train their employees on Communication Skills, Sales, Customer dealing, Customer Satisfaction, after Sale services, Soft Skills, Writing Skills, Spoken English and Public Speaking.

· Imparted training based on their pre compiled training material. 

· Successfully delivered the contents on daily basis to their group of employees which had strength of 25 members. 
American Cyber Systems (www.acsicorp.com)





Sep 2011 – Present 
(A multinational US Staffing Company involved in providing consulting services in IT/ Non IT Recruitment and Software Development for the clients based in United States of America)

Human Resource Executive/Senior Associate – Recruitment 
· Primary responsibilities are to conduct initial screening of candidates, interview, set up technical screens, coordinate with managers to complete interview process, and prepare documentation for background review. 

· Highly developed skill sets in communication, planning, organizing, interviewing and recruiting management.

· Partnering with multiple client groups to develop Talent Acquisition and operational strategies, fueling substantial/rapid organizational growth. 

· Provided Automation Engineers, Mechanical Engineers, Software Engineers, Contract Administrators, Project Managers, Business Analysts, Recruiting Administrators, Administrative Clerks and many other professionals to our direct clients from different industries. 

· Deliver recruiting solutions based on proposal requirements and recruiting bandwidth.

· Sourced qualified applicants using both available staffing tools and my network.

· Participate in weekly staffing meetings with recruiting staff and senior program managers regarding candidates.

· Made hiring recommendations based on respective position requirements and level of experience.

· Ordered extensive background check to the agency for selected candidates and pulled reports once the background checks done. 

· Scheduled drug screen for the candidates and coordinated with diagnostic centers. 

· Screen, interview and successfully place excellent candidates in some very well esteemed and reputed companies of the United States. 

· Successfully hired and helped fill over 30 candidates for various positions with different companies. 

Trainer

· Train new employees how to use Job Boards, Client Portals, maintain Database and talk effectively with American Citizens.

· Let them know about Common American Slangs, Pronunciations, Correct use of grammar, emotion, voice modulation and clear and comprehensible accent. 

· Taught the trainees about American Culture, Difference between Indian and American Culture in regards of employment policies.

Global Classroom Pvt. Ltd. (from the family of City Montessori School, Lucknow)

Feb 2016 – May 2016 
Teacher’s Trainer/Motivator/Curriculum Developer 

· Handled various responsibilities assigned by the director and traveled to multiple locations as per their requirement.

· Trained the teachers and principals on how to make teaching effective and interesting for the children.

· Interacted with scholars and education experts from across the world and had opportunities to discuss the possible reforms in the field of education in India. 

· Conducted and addressed workshop at CMS, LDA campus Lucknow on Photographic Memory System and effective Pedagogy. 
· In charge of their new school Nurture Global School in Ghaziabad, UP while at the time of inception.

· Hired teachers and supporting staff and guided them on how to use GCPL curriculum effectively in class. 

· Invited parents/guardians to visit our school on Open Day and explained them the world class pedagogy we have designed with the help of experts from different part of the world and convinced them to get their children admitted in NGS Ghaziabad.

· Made marketing plans and guided marketing team to work better in order to get more and more admissions.

· Managed vendors and negotiated on quotations and availed best of their services by maintaining good relation with them. 

DB Tech (URL: www.dbtech.in)




           


 Oct 2010 – Sep 2011

Role: Placement Officer/ Soft Skill Trainer 

· Invited Hiring Managers and arranged interview session for the aspirants in the campus itself. 

· Met the authorities of various industries such as Manufacturing, AC & Refrigeration, IT and Hotel Industry, for their requirements to fulfill their need for skilled manpower.  

· Analyzed and understood employers’ manpower requirements and found ways to provide them skilled employees.  

· Also guided the candidates preparing for interview with the correct answers to all the questions to get the perfect job with all the facilities required by the employee. 

· Helped the aspirants in CV writing for with the relevant information to attract potential employers.

· Taught Spoken English including reading, writing, grammar, correct pronunciation (general / business English / commercial letter writing included) and soft skills to motivate and develop confidence.

· Provided Grooming and etiquette training for individuals and professionals. 

AYES InfoTech 







   

Aug’07 – Oct’2010

(An authorized training partner for Tally Academy & AISECT Comp. Education) 

Role: Center Manager/ Training Manager 

· Explore markets and business opportunities framed in company’s vision and mission 

· Coordinate multi-functional teams to deliver an integrated project proposal (Marketing Insight & Research, Finance, Operations, Category Development, Product and Research & Development) 

· Worked as Diagnostic Cell & Admissions In charge, Mentor & Trainer, Research and Promotional Head Responsible for individual personality profiling, counseling, training & development of students specializing in the fields of MBA, MCA, M.Sc. (IT) and BBA.
· Responsible for directing, developing and implementing productive sales strategies and techniques for newly opened centers. 

· Handled overall responsibility of management & promotion of the center, Development of training tools & programs (need based), Development, execution and control of time bound training schedules. Counseling / mentoring sessions to resolve individual key challenges.
· Recruitment of trainees & Brand Ambassadors (Counselor) "Train the trainer” 
· Imparted Training on Soft Skills e.g. Time Management, Work Scheduling, Communication Skills, Selling Skills, Public Speaking, Team Work, Leadership Qualities, Self-Motivation etc. 
Chitra Degree College, Kanpur                                                                                
                          Jan’07 – July’07

Role: Soft Skills Trainer (L&D)

· Successfully conducted & implemented Mentorship Training Program with the help of College Management.

· Successfully conducted various batches for “Proficiency in Business Communication” and enhancing communication part module.

· Conducted training program on “Basic Etiquettes & Mannerisms” for in-house staff.

BPO Experience: Teletech India (Gurgaon), Maple eSolutions (Noida), AMRIT IT Solutions (Kanpur), 

Global e-Services (Kanpur)

                                                                   

July’ 04 – Dec'06

Role: V&A Trainer / Process Trainer / Sales Lead

· Responsible as a US Voice & Accent Trainer for Soft skills, Motivational and Behavioral Training.

· Conducted training sessions on American Culture, life style.

· Conducted various training sessions for working professional.

· Conducted real time training sessions through PowerPoint Presentations of various Lip-movements, JAW exercises, and Pronunciation techniques.  

· Invoked enthusiasm for learning English language and improving Communication skills amongst the trainees.

· Preparing Training modules on American Voice and Accent. Prepared Definition Document and guide for Accent Training Facilitators.

· Displayed proficiency in providing quality resolution & better service level for the process and delivered on all the operation excellence metrics like Customer Experience, Resolution, Productivity, Average Handle Time, Customer Retention, etc.
· The key objectives were to ensure overall customer satisfaction and retention, while increasing the usage and revenue of the existing account base.

Note: References will be available upon request. 
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(Avdhesh Kumar Gupta)

