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L&D Coordinator
Experience: 2–3 years   |   Location: Pune   |   Employment: Full-time
Role Summary
Run the day-to-day of AZ4C's learning and certification programme: plan training, track every employee's skills and certifications, and make sure the company holds the certified people its Microsoft and technology partnerships require.
Key Responsibilities
1. Maintain the annual training calendar; schedule sessions, trainers, rooms, virtual links and learner batches.
1. Track certifications for every employee (Microsoft and other technology partners): targets, exam dates, vouchers, pass results and renewal dates.
1. Keep partner skilling records current, such as certified individuals linked in Microsoft Partner Center, and flag gaps against partner requirements early.
1. Manage exam vouchers, training budgets and vendor or contract trainer bookings, with purchase orders and invoices.
1. Run onboarding learning for new joiners: induction sessions, learning paths and 30/60/90-day check-ins.
1. Maintain the learning platform and records: Microsoft Learn collections, course enrolments, attendance and completion.
1. Collect feedback and assessment results; report participation, completion, pass rates and spend monthly.
1. Work with managers on individual learning plans and skill matrices for each team.
1. Promote learning internally: announcements, learning days and recognition for new certifications.
Required Skills & Experience
1. 2–4 years in L&D coordination, training administration or HR operations, preferably in an IT company.
1. Experience tracking training and certifications across a workforce, with accurate records.
1. Strong Excel and reporting; comfortable with an LMS or learning platform.
1. Good organisation and follow-through across many schedules, people and deadlines.
1. Clear written and verbal communication with employees, managers and vendors.
Preferred Qualifications
1. Bachelor's degree; an MBA or diploma in HR or L&D is a plus.
1. Familiarity with Microsoft Learn, Microsoft certification exams and Pearson VUE scheduling.
1. Experience with Microsoft Partner Center or other technology partner programmes.
1. Working knowledge of Power BI, Microsoft Forms or Power Automate for learning reports and workflows.
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