
                                                                                             

JOB DESCRIPTION 

 

OBJECTIVE: 

To manage end to end L&D operations, working closely with the senior leadership in 

designing & executing developmental plans for the employees. Own the learning and 

development framework through creation, documentation, content development, 

execution and metrics assessment. 

PRINCIPAL ACCOUNTABILITY: 

  Facilitating in cascading the Vision, Mission &Values of the Company to all the 

employees across the group. Preparation of the training budget & ensuring 
that the training cost is maintained within the budget. 

 

 Ensure that the Training Department adheres to SOPs’. 

 

 Facilitating the concerned departments in identifying and improving the areas 

of concern with relation to Guest satisfaction index.  
 

 Coordinating with the Colleges for interviews for necessary Talent 

requirements, Industrial Trainees requirement,  
 

 Providing necessary documentation to HR in releasing the payments to 

External Trainers. 

 

 Facilitate training to the apprentices under BOPT Scheme of Govt. of India 

 

 Ensuring the success of the Management Training Programme. 
 

 To ensure that the mandatory Training Programmers are covered for all the 

Employees – Fire Safety, First Aid, Crisis Management, Grooming, Telephone 

Etiquettes, Standard Phrases. 

 

 To ensure that departmental training programmes are monitored on a regular 

basis. 

 

 Coordination with the Units and Corporate for compilation of the Training MIS 
to be completed by the 8th of every Month. 

Title:  DGM/AGM 

Department: Learning & Development 



                                                                                             

 

 Identification of training and developmental needs of employees and organize 

the same with the help of external and internal sources and monitor the 

effectiveness of training. 

 

 Manage talent related processes to promote growth from within. Ensure the 

career development plans & succession plans are implemented as per the 

predefined guidelines. 

 

 Ensure that all the new employees are given Induction as per the company 

SOP. Preparation of the welcome note and all prerequisites of the induction 

process. 

 

 Maintenance of Inventory of Items related to Welcome Kit (Employee Hand 

Book, Pen, Pencil, Scribbling Note Book, Folder, if any, T-Shirt, Watch) 

 

 
 Supporting the work on Safety, health and environment condition including 

Welfare activities. 

 

 Strict adherence of Training Calendar Schedules at the Unit level as per the 

corporate guidelines and ensure that every employee will complete the 

minimum mandatory training hours.  
 

 

 Assisting in designing and executing processes in the L&D function including 

processes and flow of the L&D function and how it's going to contribute to 

business results. 
 

 Ensure that the grooming standards are strictly monitored and corrected. 

 

 

  Review and monitor learning effectiveness of participants and do continuous 

improvement. 

 

 Track program effectiveness on content, program, and faculty and give 

feedback to different stake holder’s team for further improvement. 

 

 

 Arrange, facilitate for external training programs and Maintain database / 

directory/ calendar of external training institutes/ faculty / programs. Monitor 

and ensure back end management for L&D section and MIS. 

 



                                                                                             

 Assist in identifying cross-training opportunities along with the operations 

team and own and drive a structure to execute and implement them. 

 
 

 Own the on boarding process for new hire mandatory training, orientation 

sessions and on-the-job training partnerships. 

 

 Assist in conducting the Train the Trainer (TTT) and create certified trainers in 
all sub-processes of the business. 

 

 

 Supporting HR team members in the publication of internal periodicals. 

  


