Job Listing ‘as it is’ submitted by the concerned organisation


Position no. 1
Position


: Communication executive - Projects 

Job Description
: Development of communication strategy, follow-up, development of communication tools and products, development of campaigns, implementation of positioning strategy and plan, coordination, taking of briefs, brief writing for creative action, media management; vendor management, proposals for fund raising
Desired Profile / 
Qualifications the candidate  : Post-graduate from mass communication, with advertising background, well-versed with computer and quick learner, good English speaking and writing skills;
Desired work experience

: 2 year +
Location of workplace / Posting  : New Delhi
Remarks (to category for 

Any other desirable attributes)
: Positive attitude, team worker, friendly by  nature, outgoing, ready to do field work
Position No 2
Position



: Executive – Event Management
Job Description
: Coordination, event management, guest Relations, follow-ups with production houses, media management; vendor management, proposals for fund raising

Desired Profile / 

Qualifications the candidate  : Post-graduate from preferably the business development, event management or hospitality sector, with sales and networking specialisation, well-versed with computer and quick learner, good English speaking and writing skills;

Desired work experience

: 1 year +

Location of workplace / Posting  : New Delhi 

Remarks (to category for 

Any other desirable attributes)
: Positive attitude, team worker, friendly by nature, outgoing, ready to do field work

Position no. 3

Position

: Technical Secretary for Communications

Job Description
:


1. Data Management
2. Office Support
· Maintenance of files - hard and soft 

· Management of stationery 

· Management of incoming and outgoing bills 

· Dispatch

· Follow-ups

· Meeting logistics

· Coordination with vendors
· Event support
3. Computer hardware and soft ware management 

· Website-data upload
· Sending alerts 

Desired Profile/ 

Qualifications of the candidate
: Graduate, well-versed with computer (MS Office – Word, Excel, PowerPoint, Access), quick learner, good English speaking and writing skills 

Desired 

Work Experience
: 1 year minimum

 

Location of 

Workplace/ Posting
: Delhi Headquarters and limited travel may be required during workshops

Remarks (to cater

for any other 

desirable attributes)
: Keen attitude, candidate should be between 23-28 years of age

Position No 4

Position: 



Manager- Knowledge Products 

Job Profile
: 

Identification and marketing inputs into packaging of knowledge products

Market research

Marketing and delivery of the strategy and dissemination

BD and promotion

Target oriented marketing of the knowledge products

Job Description
: 

· To develop a marketing plan 

· Survey and identify the target audience for the available knowledge products

· Examine the knowledge product and suggest dissemination methods and related activities

· To set realistic milestones, timescales and responsibilities for dissemination

· Work on the costs

· Explore and evaluate successful vehicles that meet the needs of target audiences most effectively and appropriately

· Set quarterly targets for sales and achieve them.

Qualification

· MBA (Sales and Marketing) from a reputed organization

· 4-5 years of experience in sales and marketing of similar products

· Good understanding of development sector

Desired 

Work Experience
: 5 years minimum

                  

                

Location of 

Workplace/ Posting
: New Delhi Headquarters and limited travel may be required during workshops

Remarks (to cater

for any other 

desirable attributes)
: Team leadership skills with good managerial skills having an understanding of the market and nuances of communications
Position No 5

Post Tile: 




Assistant Librarian

Job requirement:

· Assist in various library related activities.

· Assist in development and maintenance of electronic database on various projects.

· Assisting in various library related projects

· Consolidating and submitting the reports.

Qualification

· M.Sc/M A/ B.Sc with MLISC/AIS from NISCAIR/DRTC.

· Knowledge of Library Software-GSDL, DSPACE, Alice for Windows

· 2-3 years relevant experience.

Desired 

Work Experience
: 1 year minimum

                  

Location of 

Workplace/ Posting
: New Delhi Headquarters and limited travel may be required during workshops

Position No. 6
Position: 



Executive – Content Development
Job responsibilities:
Good editing and proof reading skills,Content creation and updation for brochures, reports and other documents, Creative writing skills (copy writing, finalising taglines, headings), Help in designing and formatting documents, Should be able to comprehend technical data, Should be a team player, Work with deadlines 

 

Experience:
3-5 years’ of experience in related fields (advertising, Communications etc), Experience in advertising

 

Qualifications:
Masters degree in Mass Communications, Journalism, English Literature

Desired 

Work Experience
: 1 year minimum

                  

                 

Location of 

Workplace/ Posting
: New Delhi Headquarters and limited travel may be required during workshops

Position No. 7

Position 


: Project Manager – Communications  

Job Description
: Development of communication strategy, follow-up, development of communication tools and products, development of campaigns, implementation of positioning strategy and plan, coordination, taking of briefs, brief writing for creative action, media management; vendor management, proposals for fund raising

Desired Profile / 

Qualifications the candidate  : Post-graduate from mass communication, with advertising background, well-versed with computer and quick learner, good English speaking and writing skills;

Desired work experience

: 2 year +

Location of workplace / Posting  : Jhansi
Remarks (to category for 

Any other desirable attributes)
: Positive attitude, team worker, friendly by nature, outgoing, ready to do field work

Position No.8:

Position 


: Accountant
Job Description
: 1. Responsible for preparation of salary. 2. Have to deal PF, TDS and other matters. 3. Regular dealing with all SBUs.
Desired Profile / 

Qualifications the candidate :  M. Com.
Desired work experience
: Minimum 3 years of Experience 
Location of workplace / Posting  : New Delhi
Position No. 9 :

Position 


: Executive- Habitat Planning/Services

Job Description
: 1. Responsible for preparation of drawings, designs and Bill of Quantities. 2. Responsible for construction planning, tracking and site supervisions. 3.Responsible for documentation/report writing, supporting and providing hand holding to artisans in field.

Desired Profile / 

Qualifications the candidate :  Bachelors in Civil Engineering
Desired work experience
: 2 years experience in the same field

Location of workplace / Posting  : Jhansi
Position No.10 :

Position 


: Programme Executive

Job Description
1. Responsible for managing the housing and sanitation project in Bundelkhand. 2. Responsible for process documentation, organising and coordinating internal and external meetings. 3. Responsible for monitoring implementation processes and maintaining beneficiary files and databases and timely reporting to project manager and head office as and when required.

Desired Profile / 

Qualifications the candidate: PG in Social        Science/Environmental Subjects

Desired work experience
: 1-3 years of experience in the     same field. Experience in Construction related projects is preferred.

Location of workplace / Posting : Jhansi

Position No.11 :

Position 


: Manager- Clean Technology Development

Job Description
1. Responsible for providing management support to CT initiatives direction of technology development for livelihood creation and basic needs services. 2. Coordinating with market development unit of DA Group(TARA) for technology incubation.

Desired Profile / 

Qualifications the candidate:   ME/M-Tech Mechanical engineering/Material Science

Desired work experience
: 5-7 years of experience as Mech. Engineer working with private sector or govt. programs in field such as machine development in textiles, paper making, food processing or construction sector. Should have an experience of interacting with government officials, market promoters on field users.

Location of workplace / Posting : New Delhi

Position No.12 :

Position 


: Manager- Clean Technology Development

Job Description
: 1. Responsible for providing management support to CT initiatives direction of technology development for livelihood creation and basic needs services. 2. Coordinating with market development unit of DA Group(TARA) for technology incubation.

Desired Profile / 

Qualifications the candidate:   ME/M-Tech Mechanical engineering/Material Science

Desired work experience
: 5-7 years of experience as Mech. Engineer working with private sector or govt. programs in field such as machine development in textiles, paper making, food processing or construction sector. Should have an experience of interacting with government officials, market promoters on field users.

Location of workplace / Posting : New Delhi

Position No.13 

Position 


: Executive-Habitat Planning/Services

Job Description
: 1. Preparation of drawing, designs and Bill of Quantities. 2. Responsible for construction Planning, tracking and site supervision. 3. Supporting and providing hand holding to artisans in field. 4. Responsible for documentation and report writing.

Desired Profile / 

Qualifications the candidate:   ME/M-Tech Mechanical engineering/Material Science

Desired work experience
: 5-7 years of experience as Mech. Engineer working with private sector or govt. programs in field such as machine development in textiles, paper making, food processing or construction sector. Should have an experience of interacting with government officials, market promoters on field users.

Location of workplace / Posting : New Delhi

Position No.14 

Position 


: Coordinator Project Management

Job Description
: 1. Responsible for tracking expenditure in projects against activities 2. Responsible for cost benefit review, analysis on a Bi-annual basis and budgetary, projections on an annual basis. 3. Responsible for charging salaries to project on quarter basis and staff discipline, co-ordination of Inter/Intra SBU affairs. 3. Responsible for identifying personnel requirements as and when for he SBU with reference to booking staff salaries. 4. Ensuring timeliness of project reporting to clients, monitoring all projects in context of milestones and deliverables. 5. Reviewing work loads of professional assigned to the projects and recommending increase/decrease of load accordingly. 6. Monitoring and reporting on the field activities of professionals.

Desired Profile / 

Qualifications the candidate:   M.Com

Desired work experience
: 10-12 years of experience
Location of workplace / Posting: New Delhi

Position No.15 

Position 


      : Manger- Water Program

Job Description
: 1. Responsible for providing managerial support to water sub-program, product and technology development. 2. responsible for coordinating with market development unit of DA Group (TARA) for technology incubation.

Desired Profile / 

Qualifications the candidate:      BE civil with Advanced degree in Water resources management or other relevant field

Desired work experience:         Minimum 5-10 years of experience in one or more of the following areas: Water systems, Water supply management and delivery water efficiency technology sanitation hygiene.

Location of workplace / Posting: New Delhi

Position No.16 

Position 


  : VE-SuRE Programme Coordinator
The Swiss Agency for Development and Cooperation (SDC) has initiated a programme titled, “Village Electrification through Sustainable use of Renewable Energy” SDC has engaged Technology and Action for Rural Advancement (TARA) as hosts of the Programme Management Unit.. SDC will, through its collaboration with the National Thermal Power Corporation (NTPC) and the Government of Sikkim, establish 25 to 30 community based power plants and their associated service delivery models.
Job Description
:1. Responsible for leading the PMU                 team in collaboration with   the Chief Operating Officer, TARA and eventually assuming full responsibility for coordination of the Programme.

 2. Responsible for planning, resource    deployment and monitoring related to VE-SuRE activities within six monthly frames set by Programme Review and Planning Meetings, thereby ensuring timely delivery of outputs and efficient use of resources.

                                          3.Responsible for preparatory inputs, active     management and documentation of the SDC-NTPC Steering Committee Meetings and other Programme Review and Planning Meetings.

4.Responsible (individually or with other     Programme representatives as per situation) for interaction related to implementation of the VE-SuRE Programme with partners and other key stakeholders.

  5.The incumbent will participate in policy  dialogue with government and all other concerned stakeholders and will be expected to acquire the capability to represent the Programme in this regard.

Desired Profile / 

Qualifications the candidate:   1. Responsible for leading the PMU team in collaboration with the Chief Operating Officer, TARA and eventually assuming full responsibility for coordination of the Programme.

2. Responsible for planning, resource deployment and monitoring related to VE-SuRE activities within six monthly frames set by Programme Review and Planning Meetings, thereby ensuring timely delivery of outputs and efficient use of resources.

                                                     3.Responsible for preparatory inputs, active management and documentation of the SDC-NTPC Steering Committee Meetings and other Programme Review and Planning Meetings.

4.Responsible (individually or with other Programme representatives as per situation) for interaction related to implementation of the VE-SuRE Programme with partners and other key stakeholders.

 5.The incumbent will participate in policy dialogue with government and all other concerned stakeholders and will be expected to acquire the capability to represent the Programme in this regard.

Desired work experience : 1.
Graduate in Technology/Engineering or Post-graduate in Commerce with minimum 8 years experience in management of service delivery related development programmes for rural areas.

2.Working knowledge of rural electrification policies and             initiatives launched by Government, Donors and Civil Society Organizations. 

3.Familiarity with the overall energy scenario of rural India and its current challenges., 

4.Ability to lead and motivate the VE-SuRE Programme team

5.Good interpersonal and communication skills with ability to comprehend and consolidate inputs from a diverse range of stakeholders. 

Job Specifications :            1. Post-graduate qualification in Management

2.Field experience in Renewable Energy, particularly projects implemented in rural areas.

3.Familiarity with climate change issues and their implications on future trends in renewable energy and rural electrification. 

Location of workplace / Posting: New Delhi

Position No.17 

Position 


      : Executive- Content Development/Writing
Job Description
: 1. Responsible for Content editing/content development/proof reading proposals/reports/press release /writing 2.Responsible for developing corporate communication tools and content development for website. .

Desired Profile / 

Qualifications the candidate:      Masters in English/Communications 
Desired work experience:         Minimum 2-5 years of experience in related field.

Location of workplace / Posting: New Delhi

