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Current

@

Ajnesh Jayesh
Karan

Training Assistant (Overseas)

Professional Summary

self Motivated Assistant Trainer with strong
communication and interpersonal skills customizes
training programs o elevate parficipant knowledge
and skill levels. Conducts small and large group
webinars, e-leaming, PowerPoint and other in-
person, online and remote fraining platforms using
variety of instructional fechniques. Manages
applications from initial inguiry to participation and
follow-up to deliver high-quality service and respond

to unigue needs of participants.

Work History

Training Assistant
Ministry of Economy, Suva

s« Compile Training Plan and provide research and
analysis supporting the implementation of
Learning and Development programs

» Contribute to a culture of learning and innovation
and develop knowledge management systems to
assist all divisions,

o Assist with the delivery of all overseas and local
training services and activities.

* Planning and arrangement of travel logistics for
staff following the procedures Calculation and
facilitation of Per Diem requests to stakeholders
and other ministries,

+ Monifor the implementation of peolicies and see
that reviews are conducted in a timely manner.

s Facilitate the internal approvals for officers
attending local and overseas training programs.

« Organize meetings. events, training's and

workshops for infernational and local officers.

@ Contact

Address

Suva

Phone
Q74 T44 1

E-muail

jayeshajneshkaran@yahoo.c

@ Skills

Optimizing training

effectiveneass
I 111/

Excellent

Budget preparation

o000
Very Good

Training facilitation
00000

Excellent

Developing fraining

materals
00000

Excellent

Employes orientation
00000

Excellent

Crganizing courses

Very Good

Assessing fraining needs
0000

Excellent

Workshop cocrdination

0000
Very Good

Training program

development

o000

Very Good



Maintain and sustain a reliable record keeping

systemn for all training documentation, evaluations

and analysis reports.

Lioise with Training providers on local and
overseds training programs aligned with the
Ministry training program and core skill
development needs.

Ensure that sulbbmission for FNU levy grants are
made on time and fraining Execution filled,
assessed and submission done for grants claims
frem FNU Coordinafe Training MNeeds
Aszezsment/Selection from nominated officer,
facilitate the processing of training forms,
submission to the fraining institutions and ensure
training logistics are completed in a fimely
manner Human Resources and Finance.
Coordinated recruitment of training program
participants.

Prepared materials for skills development classes.
Updated and set up instructions and uploaded
course materials in webinar and learning

management soffware.

Ceveloped and implemented training programs
related to Customer Service, Per Diem.
Leadership, work life balance, team building and
presentation skills.

Assisted human resources professionals with
workforce development.

Evaluated fraining delivery methods to optimize
effectiveness.

Evaluated success of training programs and
recommended improvements to upper
management fo enhance effectiveness,

Developed new fraining programs such as online

modules, inferactive software, language lakbs and

online programs and provided ongoing fraining fo

stoff,

Project implermentafion
o000
Very Good

Online training experience

Excellent

Public speaking
0000

Excellent

Training and Development
o000
Very Good

Leadership

000
Good

Megotiation

00
Good

Decision Making

00

Good
Conflict Resolution
L 1 1 I ]
Very Good
Excellent Communication
o900
Very Good
Teamwork and
Collaboration
00000
Excellent

Report preparation

000
Very Good
Training material
development
0000

Excellent



2017-01 -
2018-03

2017-02 -
201712

Human Resources and Finance Assistant

Holiday Inn Resort, Suva, Suva

« Coordinated scheduling of phone screens,
interviews, and new hire orientation: ensuring

receipt of all reviewed and interviewed

candidates’ resumes for Affirmative Action reports.

s Preparing of materials for employee onboarding.

« Employee training and E-Portal monitoring Assist in
payroll administration General cashier and
processing of reconciliation.

« Maintain and recording of employee personnel
files and conducts ongoing audits Assisted in
compiling information to ensure agency
compliancy.

» Organized and reported on financial information
to document payment histories and assist with

sound financial accounting.

« Completed birweskly payroll for company
employess,

« Maintained customer safisfaction with forward-
thinking strategies focused on addressing

customer nesds and resolving concerns.

Part Time Teaching Mentor

University of The South Pacific, Suwva, Suva

« FProved successful working within fight deadlines
and fast-paced atmosphers.

= Mentored students to successfully complete their
course and provided expert advices throughout
their learning program.

« Assist and teach students Tourism and
Management courses,

« Submit reports and updated of student progress
to the management.

= Created plans and communicated deadlines to

ensure projects were completed on fime.

Government policy

regulations

o000
Very Good
Internal Policy Management
2000
Very Good
@ Languages
English
00000
Excellent
Hindi
20000
Excellent
Mandarin
®
Basic
Fijian
o0
Averdge



2016-01 -
2016-12

2020-02 -

Cumrent

2018-02 -
201%-12

201402 -
2001712

@ Intern

Intercontinental Fiji Golf Resort and Spa

@ Education

Demonstrated hospitality and leadership skills
necessary to look at situations and processes
critically to make recommendations for
improvement,

Delivered guality customer service by creating a
welcoming and supportive environment.

Assists with the planning and coordinator of
events, meefings and weddings.

Trained in various departments such as Sales and

Marketing, Front Office, Human Resources, Quality

Control, Food and Beverage, Housekeeping and
Engineering.

Delivered clerical support by handling range of
routine and special requirements,

Sorted and organized files, spreadsheets and
reports.

Worked on projects using knowledge gained in
classes to put together recommendations for

issues.

Master of Commerce: Tourism and

2020-07
Hospitality Management
University of The South Pacific 2019-08
® Post Grad Diploma: Tourism And 2018-11
Hospitality Management
2018-11
University of The South Pacific
2017-03
® BCOM: Management
University of The South Pacific - Suva 2020-02
2021-08

® | Name: Ms. Rinshu Singh
Position: Manager Training
Place: Ministry of Economy
Contact: +4679 2934302

Email: rinzhusingh@economy.gov.fj

Referees

2. Name: Mr. Jotames Yabakivitu

Pasition: Senicr Administration Officer

Place: Ministry of Economy
Contact: +677 9751271

Emadail: jyabakivitu@economy.gowv.ij

@ Certifications

Training of Trainers Module 1 -3

The Practical Trainer

Fer Diem Training

Open Merit Recruitment System

Problem Resolution and Best Practices

Employment Eelations Act

Writing Compelling Reports

Name: Ms. Shalini Chand

Pozition: Manager Fassports and Citizenship
Place: Fiji Immigration Department
Contact: +677 2092038

Email: shalini.chand@govnet.gov.fj



