Recruitment at FAAST

(FORE Academy of Aviation, Space & Tourism)

About FAAST:

Established by FORE, the Foundation of Organisational Research & Education (Estd
1981), a name to reckon with in management education, research & training, FAAST
is an Institution led by a team of seasoned professionals with a proven track record in
the fields of aviation, education and skill training. The main objective of FAAST is to
conduct skill training courses, which are aspirational and provide excellent
opportunities for skilling, up-skilling and re-skilling to the freshers and experienced
work force alike, who are eager to pursue a targeted path of growth; thus bridging the
skill gap and nurturing an industry ready workforce and make a meaning contribution
in the nation building. FAAST is now offering so many courses.

Position No 1 : : Receptionist cum Counsellor (No of Openings — 2)

Location: Greater Noida (1) & Patna (1)

Key Responsibilities:

Management of Front Desk and reception area .Handling phone calls, emails
and enquiries and maintain record and update database.

Conduct counselling sessions to guide clients and students and provide
information on career opportunities, course details, and the application
process.

Assist in the admission process, including guiding students with required
documentation and enrolment procedures.

Assist in administrative tasks including scheduling appointments and
counselling sessions.

Coordinate with faculty and staff to ensure smooth daily operations and
communications.

Promote the institute's programs and services effectively to prospective
students and parents.

Eligibility Criteria & Experience :

10 + 2 with minimum 60 % marks.

Minimum one year of experience in a customer service or counselling role,
preferably in an educational or aviation-related setting.

Fluency in English and Hindi communication

Good interpersonal, and problem-solving skills.

Proficient in computer applications, MS Office and basic office management
systems.

Professional appearance and a positive attitude.



Position No 2 : Accountant- No of Openings — 2

Location: Greater Noida(1) /Patna (1)

Key Responsibilities:

Maintain accurate financial records, including day-to-day transactions,
journal entries, and ledgers.

Prepare financial statements (Balance Sheet, Profit & Loss Statement,
Cash Flow) on a monthly/quarterly basis.

Process invoices, payments, and reimbursements for staff and vendors.
Maintain petty cash and manage financial transactions related to the
centre’s operational expenses. Assist in preparing annual budgets and
ensuring compliance with the approved budget.

Monitor expenditure and provide monthly reports to the Centre Manager,
highlighting any discrepancies or variances

Control costs by reviewing and recommending cost-saving measures.
Ensure compliance with taxation requirements and skill development
program guidelines.

Prepare documents and records for statutory audits, inspections, and
reviews. File tax returns (GST, TDS, etc.) and ensure timely payments.
Maintain proper records of all financial transactions, receipts, and bank
statements.

Provide financial reports and updates as required by the Centre Manager,
auditors, and governing bodies.

Eligibility Criteria & Experience :

B.Com (or equivalent) with certification in accounting (e.g., CA Inter, Tally,
etc.).

Two-four years of accounting experience, preferably in education or non-
profit sectors.

Proficient in MS Excel, Tally (or similar accounting software), and financial
reporting tools.

Familiarity with GST, TDS, and other tax-related matters.

Strong written and verbal communication skills in English and Hindi.



Position No 3: Business Development Manager - No of Openings — 2
Location: Greater Noida(1) /Patna (1)

Job Overview:

We are seeking a dynamic and creative ‘Marketing Executive’ to drive awareness,
student enrolment, and brand positioning for our training centre. You will play a key
role in promoting our programs, building partnerships, and creating impactful
campaigns to reach our target audiences.

Key Responsibilities:

e Responsible for the development of Business in terms of Admissions
branding and expansion of the courses and institute.

e Forge strategic partnerships with stakeholders.

e Collaborate with schools, colleges, career counselors, and local
community groups. Coordinate workshops, webinars, and industry
guest sessions.

e Conduct competitor analysis, audience research, and industry trend
monitoring.

e Assist in shaping the centre’s marketing strategy based on insights.

e Organize open houses, seminars, and promotional events on campus
and in the community.

e Design content and creatives for social media, brochures, emails, and
website.

e Plan and execute marketing campaigns (digital and offline) to promote
training courses and increase enrolments.

e Generate student leads through online platforms, education fairs,
school/college outreach, and referral programs

e .Follow up on inquiries and convert them into registrations.

Manage and optimize social media channels (Facebook, Instagram,
LinkedIn, YouTube).

e Maintain and update the website with program details, news, and

success stories.

Eligibility Criteria & Experience :

e Bachelor's degree in Marketing, Business, Mass Communication, or a related
field.

e One-three years of experience in marketing, preferably in education, training,
or service industries.

e Strong knowledge of digital marketing tools and platforms. Understanding of
the aviation, tourism, or hospitality sectors.

e Familiarity with CRM tools and lead tracking systems. Local language
proficiency (for Patna Central)



Excellent communication and presentation skills- both English and Hindi.
Proficiency in content creation and social media management.
Passion for education and student engagement.



Position No 4: IT Lab Technician cum IT Trainer- No of Openings — 1

Location: Greater Noida(1)

Job Overview:

We are seeking a skilled and responsible IT Lab Technician cum IT Trainer to
support and train students enrolled in short-duration, government-sponsored skill
development programs under schemes like BSDM, PMKVY and DDU-GKY. The
candidate will be responsible for both lab management and delivering practical
training in essential digital and application based skills and IT modules such as Basic
Computer Skills and Data Entry.

Key Responsibilities:

e Maintain and manage computer lab infrastructure, including troubleshooting
hardware, software, and network issues.
e Deliver hands-on training aligned with NSQF (National Skills Qualifications
Framework) standards for:
o Basic IT: Windows OS, MS Office (Word, Excel, PowerPoint), internet,
email.
o Data Entry: Typing speed improvement, data validation, spreadsheet
management.
e Support trainers and students during assessments, mock tests, and practical
evaluations as per SSC (Sector Skill Council) norms.
e Maintain detailed records: lab inventory, student attendance, session logs, and
training reports for audits and MIS.
e Ensure the safety, cleanliness, and operability of lab equipment in accordance
with scheme guidelines.

Eligibility Criteria & Experience:

e Diploma or Degree in Computer Science, IT, or related field.

e Experience in delivering practical IT training and managing lab
infrastructure.

e Proficiency in MS Office, Tally ERP, typing tools, and internet
applications.

e Strong troubleshooting and technical support skills.

e Strong technical and communication skills to train students from diverse
socio-economic backgrounds.

e Ability to manage short-term, outcome-focused batches effectively.



Position No 5: Cabin Crew Trainer - No of Openings — 2

Location-Greater Noida(1) /Patna(1)

Job Overview:

A Cabin Crew Trainer is responsible for delivering comprehensive training programs
to aspiring and existing cabin crew members, ensuring they are well-prepared to
provide exceptional in-flight service and handle emergency situations effectively.

Key Responsibilities: Conduct both theoretical and practical training sessions
covering safety procedures, first aid, emergency protocols, customer service, and in-
flight service standards

« Design and update training materials to align with industry regulations and
company policies.

o Evaluate trainee performance through assessments and provide constructive
feedback to enhance learning outcomes.

« Stay informed about industry trends and integrate best practices into training

programs.
« Maintain accurate records of training sessions, assessments, and trainee

progress.

Eligibility Criteria & Experience:

e Minimum of 3-5 years of cabin crew experience, preferably with at least 2
years in an international setting. Prior experience as a trainer is preferred.

o Graduation or equivalent qualification in Aviation, Hospitality, or related fields.

e Excellent communication and interpersonal skills, strong organizational
abilities, and proficiency in English.



Position No 6: Guest Service Operation Trainer- No of Openings — 1

Location-Greater Noida(1)

Job Overview:

We are looking for a passionate and experienced Guest Service Operation Training
Course Trainer to deliver high-quality training programmes focused on front office
operations, customer service excellence, and overall guest experience. The trainer
will be responsible for developing hospitality professionals by providing practical
skills, service standards, and soft skills training aligned with industry best practices.

Key Responsibilities:

o Deliver comprehensive training courses on guest service operations, including
front desk, concierge, reservations, housekeeping coordination, and complaint
resolution.

« Train employees on service etiquette, communication skills, cultural
awareness, grooming standards, and use of Property Management Systems
(PMS).

« Provide continuous feedback, evaluation, and mentoring to trainees to improve
performance and service delivery.

e Monitor training outcomes and report on effectiveness using performance
metrics and trainee feedback.

e Stay updated on hospitality industry trends and implement innovative training
methods.

Eligibility Criteria & Experience:

« Minimum three-five years of experience in hospitality, preferably in a guest
services or front office supervisory role.

« Experience in delivering training or mentoring team members in a hotel or
hospitality setting.

« In-depth knowledge of guest service procedures and standards

« Excellent presentation, communication, and interpersonal skills.

« Certified hospitality trainer or equivalent (e.g., CHDT, AHLEI certifications) is a
plus.



Position No 7 :Airport Terminal Operations Trainer- No of Openings — 2

Location-Greater Noida (1) /Patna(1)

Key Responsibilities

o Deliver training programs covering terminal operations, airside and landside
processes, ground handling, security, passenger services, and regulatory
compliance (e.g., ICAO, DGCA, IATA/ISAGO)

e Train personnel through initial onboarding, recurrent, refresher, and practical
sessions (classroom and on-the-job)

e Assess trainee performance, to off all students

e Maintain training records, schedules, and administrative follow-up in
alignment with regulatory timelines

e Update training content to reflect evolving industry regulations, safety
standards, and best practices

Eligibility Criteria & Experience :

e Bachelor’'s degree (Aviation, Airport Management, Education, or equivalent)
or equivalent degree

e Minimum five years in airport operations, terminal/airside environment, or
ground handling. At least two-three years in training or instructional design
within aviation .

o Certifications (preferred): Familiarity with ICAO/DGCA/IATA standards;
certifications such as Train-the-Trainer, AVSEC, or IOSA/ISAGO Competent
with Microsoft Office and Learning Management Systems (LMS)

e Strong presentation, coaching, and interpersonal skills; able to engage
diverse audiences.

e Excellent at planning, scheduling, record-keeping, and administrative follow-

up .



Position No 8 -Travel Consultant Trainer- No of Openings — 2

Location-Greater Noida(1)/Patna(1)

Job Overview:

We are seeking an experienced and enthusiastic Travel Consultant Training
Programme Trainer to design, deliver, and assess training programmes for
new and existing travel consultants. The trainer will be responsible for
equipping trainees with the knowledge, skills, and competencies required to
succeed in a competitive travel and tourism industry, with a focus on customer
service, travel systems, sales, and destination knowledge.

Key Responsibilities:

* Develop, and update training materials, manuals, and resources in line with
industry standards and company procedures.

* Deliver engaging and interactive training sessions both in-person and
virtually.

* Train new travel consultants on reservation systems (e.g., GDS: Amadeus,
Sabre, Galileo), itinerary planning, travel regulations, customer handling, and
sales techniques.

* Provide ongoing support, coaching, and mentoring to consultants throughout
the training period.

* Assess trainee performance through practical assessments, role-playing,
quizzes, and feedback mechanisms.

* Collaborate with operations and HR teams to align training objectives with
business goals.

» Monitor and evaluate training effectiveness and make improvements as
needed.

« Stay up to date with industry trends, regulations, and technology
developments.

Eligibility Criteria & Experience:

* Proven experience as a travel consultant or in the travel and tourism industry
(3+ years preferred).

* Prior experience in training, mentoring, or coaching roles. Strong knowledge
of travel booking systems (e.g., GDS), geography, and travel documentation.
Excellent communication, presentation, and interpersonal skills.

* Training certification (e.g., Train the Trainer, CIPD, or similar) is an
advantage.- Ability to adapt training methods to suit diverse learning styles.

* Proficient in Microsoft Office Suite and virtual training platforms (e.g., Zoom,
Microsoft teams)



Position No 9 :Trainer for RETAIL SALES EXECUTIVE COURSE (ASSOCIATE)-
No of Openings — 1

Location-Patna(1)

Key Responsibilities:

o Excellent verbal and written communication skills with the ability to teach
mentor, and guide individuals in a professional and engaging manner.

e Conduct theoretical and practical training sessions on retail sales
techniques, store operations, and customer service.

o Develop and update training materials, presentations, and job aids that
align with current industry best practices.

e Track the progress of trainees and ensure they meet performance
benchmarks before certification.

e Maintain accurate records of all training sessions, feedback, and
progress reports.

e Strong understanding of retail sales processes, store management,
and inventory systems

Eligibility Criteria & Experience :

e Minimum of 12th grade education.

e Diploma or degree in Retail Operations or Retail Management is
preferred.

e At least four years experience in retail store operations or sales,
including a minimum of one year in a supervisory role.
Alternatively, four years of experience in retail store operations
or sales, including a minimum of 1 year in a training capacity.

e Excellent communication in English and Hindi.



Position No 10 :Trainer for CUSTOMER SERVICE EXECUTIVE (DOMESTIC -
NON-VOICE)COURSE- No of Openings — 1

Location: Patna(1)

Key Responsibilities:

e Conduct classroom and practical sessions for the Customer Service
Executive (Non-Voice) job role as per NSQF/SSC guidelines.

o Deliver content aligned with the Qualification Pack (QP Code:
SSC/Q2211) defined by NASSCOM/NSDC.

o Use innovative training techniques to ensure participant engagement
and understanding.

e Conduct formative and summative assessments of trainees and
maintain trainee records including attendance, test results, and
feedback.

e Prepare daily and weekly progress reports.

« Submit batch-wise attendance, assessments, and completion records
to the program office. Liaise with center staff, government officials, and
industry partners for successful implementation of training programs.

Eligibility Criteria & Experience :

e Graduate in any discipline (preferably BCA, B.Sc. IT, BBA, or
equivalent).

o Certification in Customer Service or IT & ITeS domain preferred.

e Minimum two-three years of experience in customer service (preferably
non-voice/BPO) or training.

e Experience in training delivery in skill development programs (DDU-
GKY, PMKVY, or BSDC) will be preferred.

e Good command of English and Hindi.

e Strong presenation, facilitation, and communication skills.

« Knowledge of customer handling, CRM tools and workplace ethics.



Position No 11 :Trainer for CUSTOMER SALES EXECUTIVE (HOSPITALITY

SECTOR) COURSE- No of Openings — 1

Location-Patna(1)

Key Responsibilities:

e Excellent verbal and written communication skills with the ability to teach
mentor, and guide individuals in a professional and engaging manner

e Deliver classroom and practical training sessions for the Customer Sales
Executive job role (as per NSQF and Tourism & Hospitality Sector Skill
Council standards). Deliver content aligned with the Qualification Pack (QP
Code: SSC/Q2211) defined by NASSCOM/N

e Use innovative training techniques to ensure participant engagement and
understanding.

e Conduct formative and summative assessments of trainees and maintain
trainee records including attendance, test results, and feedback.

e Prepare daily and weekly progress reports.

e Submit batch-wise attendance, assessments, and completion records to the
program office. Liaise with center staff, government officials, and industry
partners for successful implementation of training programs

Eligibility Criteria & Experience :

Graduate in Hotel Management / Hospitality / Tourism OR
Graduate in any discipline with relevant hospitality experience.
Certification from Sector Skill Council (Tourism & Hospitality SSC)
preferred.

Minimum two-three years of experience in the hospitality industry in front
office, customer service, or sales roles.

Experience as a trainer in skill development or vocational programs will be
an added advantage.

Excellent communication in English and Hindi.

Strong presentation, facilitation and communication skills

Knowledge of hospitality sales, customer engagement and service
standards



Position No 12 :Trainer for TECH SUPPORT ENGINEER (IT & ITeS
Sector)Course- No of Openings — 1

Location-Patna(1)

Key Responsibilities:

o Excellent verbal and written communication skills with the ability to teach
mentor,and guide individuals in a professional and engaging manner.

o Deliver theoretical and practical training sessions as per the NSQF-aligned
curriculum for the job role of Tech Support Engineer (as per syllabus).

e Train students on key modules including computer hardware basics, OS
installation, networking, troubleshooting, remote tech support, and helpdesk
management.

e Follow a structured session plan and ensure completion of all NOS-based
competencies

o Use approved training material (books, digital content, videos) provided by
Sector Skill Council/NSDC.Conduct regular quizzes, tests, and mock
assessments.

« Track trainee performance, provide feedback, and prepare students for third-
party SSC certification exams.

« Maintain batch attendance, lesson plans, trainee portfolios, and training logs.

o Submit timely reports, trainee evaluations, and center documentation as per
BSDC norms.

« Coordinate with placement officers to prepare students for interviews and
workplace readiness.

Eligibility Criteria & Experience :

e Graduate in Computer Science / IT / Electronics / BCA / B.Sc. IT / Diploma in
Computer Engineering or related field.

« Additional certification in associated discipline is desirable.

e Minimum two-three years of experience in IT support / technical helpdesk /
hardware & networking.

e At least one year of experience in training or facilitating technical sessions is
preferred.

e Good command of English and Hindi.



Position No 13- Centre Manager- No of Openings — 1

Location:Patna(1)

Key Responsibilities:

e Oversee and ensure the smooth functioning of the training centre,
including infrastructure, safety, discipline, and daily operations.

e Lead and supervise administrative, support, and training staff.

e Coordinate the planning, scheduling, and delivery of training batches
in compliance with NSDC, SSC, or scheme-specific guidelines.

e Ensure availability of quality trainers, training materials, and
assessment support.

e Maintain high standards of training delivery and student engagement.

e Liaise with Sector Skill Councils, NSDC, government bodies,
placement partners, and industry representatives.

e Build and maintain relationships with employers for placement tie-
ups and internships.

e Ensure proper documentation of trainee records, enrolments,
assessments, certifications, and placements.

e Maintain MIS and submit timely reports to management and external
authorities.

e Prepare the centre for audits, inspections, and monitoring visits.

e Supervise and mentor the office executive, trainers, mobilizers, and
support staff.

e Conduct regular review meetings, performance evaluations, and
training for the team.

e Monitor student progress, attendance, and assessment results.

e Lead placement efforts, ensuring students are industry-ready and
connected to employment opportunities.

Eligibility Criteria & Experience :

e Graduate/Postgraduate in any discipline (preferably in Education,
Management, Social Work, or Engineering).

e 5+ years of experience in managing training/education/NGO operations.

e Prior experience with government-run skill development schemes (e.g.,
PMKVY, DDU-GKY, or state-level programs) is highly preferred.

e Strong leadership, planning, and communication skills.

« Proficient in MS Office, reporting tools, and MIS platforms.

e Fluency in English and Hindi; knowledge of the local language is an advantage
(especially for Patna).



Position No 14: English Teacher- No of Openings — 1
Location-Patna(1)

Job Overview:

We are looking for an enthusiastic and skilled English Trainer to train students
enrolled in short-term skill development programs across Hospitality, IT, and Retall
sectors. The trainer will focus on improving students’ English communication skills
essential for professional success in their respective fields.

Key Responsibilities:

e Conduct interactive English language sessions focused on speaking,
listening, reading, and writing.

e Teach functional English, covering speaking, listening, reading, and writing
with an emphasis on real-life applications.

e Develop and adapt training materials relevant to industry-specific contexts
(e.g., guest interaction, customer service, team communication, emails).

e Prepare students for daily for workplace communication, group discussions
interviews, presentations, and customer interactions.

e Monitor individual progress through assessments, maintain records and
provide timely feedback.

e Foster an engaging and supportive learning environment suitable for diverse
learner backgrounds and short course durations.

Eligibility Criteria & Experience :

o Bachelor's degree in English, Education, or related field (TESOL/TEFL/certified
trainer preferred).

e Prior experience in teaching English, especially in vocational or short-term
training contexts.

« Familiarity with communication needs in Hospitality, IT, and Retail sectors.

e Strong command of spoken and written English with the ability to simplify
language for beginners.

« Ability to create fast-paced, interactive, and outcomes-focused sessions.

« Ability to engage learners from diverse backgrounds with varying proficiency
levels.

Interested candidates are advised to send their C.V.to contact@fore-faast.com by
mentioning (both in the C.V. and Email) the post applied for as subject line latest by
4™ July 2025. The C.V must contains recent passport size photograph .



mailto:contact@fore-faast.com
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