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Job Description

Udayan Shalini Fellowship Program (USF)

Position name


: Program Coordinator 
Location


: New Delhi
Employment type

: Full time
Work mode


: Working from office
Reports to


: Senior Manager- USF
Salary range


: INR-30-35K per month
About Udayan Shalini Fellowship: The Udayan Shalini Fellowship program of Udayan Care is a unique academic excellence and leadership development program for deserving and talented girls from underserved backgrounds, aiming to turn them into Shalinis - empowered and dignified women. Each Fellow stays in the program from grade 11th till she finishes her graduation, for an average period of 5-6 years.
Purpose of the Role: The Program Coordinator will support the Senior Manager in successfully implementing the Udayan Shalini Fellowship program's employability vertical. This program supports girls in continuing their education, which has a significant impact potential. 

This position demands a highly motivated individual with strong stakeholder management, documentation, and administration abilities. The role requires flexibility, resilience, and enthusiasm to assist in various tasks and challenges effectively.
Key Responsibilities: 

Program Implementation 
· Develop a deep understanding of the vision, objectives, and structural elements of the USF Program.  

· Reaching out to the program team on the field to collect required information related to the workshops and training to be organized, coordinating further to get the events done with team members.

· Reaching out to donors and resource persons to organize sessions of their expertise and connect them with the respective team members.

· Organizing workshops and events and attending meetings as required

· Analyse program data and suggest corrective actions to the senior manager 

· Managing the data in an online data management platform (Enterprise Resource Platform) efficiently and sharing it further with the line manager and management. 

· Driving the alumnae engagement plan with the program team and sharing reports. Enriching the database of alumnae in ERP. 

· Managing the database of volunteers and engaging with volunteers
Stakeholder Management and Reporting:

· Submit required reports and periodical data to management

· Coordinating donor visits and employee engagement

· Identifying like-minded organizations, collaborating for mentoring opportunities, and mapping the mentors with the program team

· Serve as an ambassador of the USF Program to all stakeholders 

Experience and Qualification

· 2 to 3 years of work experience in stakeholder management, working with volunteers, and women beneficiaries.

•                 Master's in social work /sociology/psychology or any other stream

Skills Required
· Problem-solving, handling the group of adult beneficiaries, report writing, handling online data platform

· Abilities of networking and relationship-building

· Proficiency in computer software, including Excel, Office, and PowerPoint

       •       Awareness of child protection policies, legal regulations, and compliance standards relevant to program implementation

How to apply: interested candidates can apply on the email Id: recruitment@udayancare.org
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