


JOB DESCRIPTION
	Job Title/ Designation
	Training Coordinator

	Qualification :
	Post Graduate Diploma In Rural Development Management/ PGDBM / Master in Social Science / MSW

	Years of Experience :
	4 Years

	Reporting
	Programme Manager


Key Responsibilities:

· Conducting Training programmes and handling independently the training activities
· Liaisoning with government departments/agencies and local village Panchyat to facilitate the training activities & for sourcing of candidates.
· Managing overall activities of Satellite Centre. 

· Conducting Pre- Training activities including awareness programmes, generation of applications and selection of candidates.

· Facilitating the Programme Manager in preparation of Annual Action Plan, designing customized Training programmes and evaluation of Training.

· Organizing logistics for the Training programmes, including Training material and guest faculty.

· Handling sessions relating to motivation, entrepreneurship, market survey, business opportunity Guidance, business plan preparation, launching formalities and enterprise management aspects (costing pricing, inventory management, marketing, customer relations etc.)
· Collection of Reports from Trainers, Compilation & Analysis.
· Providing post Training escort services including follow up meets/ visits.
· Providing counselling for credit linkage, marketing linkage, etc. to the trained candidates
· Ensure to conduct training with in time period.

· Keep record of trainer and trainees attendance
· Ensure for day wise module for the entire courses.

· Ensure about course submission activities like tool-kit and certificate distribution in time
· Ensure safekeeping of institute’s  assets which comes in use during training 

· Preparation of success stories/ case studies of successful candidates
· Preparation of notes for Training session, post programme report, Monthly progress report & Annual Activity Report
· Ensure to get follow-up by Master Trainers of the trained candidates
· Preparation of press release/ report on the activities of the institute for media coverage.

· Monitoring the performance of guest faculty (skill Training).
· Ensure exposure / Industrial visit in all course.

· Completion of all reports and training files as per NACER guidelines.
· To make & ensure the Weekly plan and report
· Make course wise plan and obtain approval

· Any other work/ responsibilities, entrusted by Programme Manager and Joint Director
Skill and Competencies:-

· Sound Analytical skill

· Strong execution and Management abilities

· Strive for Excellence and Innovation

· Should be Pro – active and result oriented

· Ability to work in a Multidisciplinary / Multicultural team

· Good Communication ( Written and Verbal) in English and Hindi

· Openness to Learn

· Should be sensitive to the cause of the organization

