CHILD IN NEED INSTITUTE (CINI)
STAFF REQUISITION FORMAT

1. DIVISION/UNIT: Adolescent Resource Centre (ARC)                           

2. PROJECT:    Adolescent friendly Initiatives for primary School & ICDS

3. POST: Field Coordinator

4. Staff requirement details

	Category of staff
	No of sanctioned staff 
	Recruited till date
	Vacancy 
	Staff required for RECTM 

	Program
	3
	0
	3
	3

	Admin
	0
	0
	0
	0



5. LEVEL: Office & Field 

6. LOCATION: CINI Head Office, Kolkata

7. TYPE OF EMPLOYMENT: -   CONTRACTUAL

8. DURATION: April to June, 2026 

9. ELIGIBILITY CRITERIA:
A) QUALIFICATION
i) ESSENTIAL: Graduation in any field

ii) PREFERABLE: Basic Computer Knowledge on Excel, MS-Ward, Power Point Presentation.

B) AGE: 30-40 years.
C) LANGUAGES KNOWN: Bengali, English & Hindi.

10. EXPERIENCE: 3 years’ experience on Field or Office level adolescent program support.

MAJOR JOB RESPONSIBILITIES:  1.  Coordinate and oversee CSR project activities at school and ICDS levels, including construction and development work. 2. Monitor field-level construction progress to ensure quality, timely completion, and adherence to approved plans. 3. Maintain regular coordination with vendors, contractors, and build strong liaison with school authorities and ICDS stakeholders. 4. Manage Program MIS on a daily basis and ensure proper documentation, including billing, purchasing, and reporting. 5. Plan and implement awareness and orientation sessions on adolescent issues at school and community levels. 6. Ensure multi stakeholders’ convergence for to support effective program delivery. 7. Conduct market research and stay updated on materials/products related to construction and program needs. 8. Work closely with the accounts team to ensure smooth financial processes and compliance. 9. Support staff capacity building through training, guidance, and regular supervision. 10. Ensure daily monitoring of program activities and provide timely updates to the management. 11. Be willing to travel and stay out of station as required for project implementation. 12. Provide support to other adolescent programme run by CINI ARC as per requirements

1. COST TO ORGANISATION/SALARY: 24000/-(CTC)

2. MODE OF NOTIFICATION: - CINI Website, Facebook & Linkdin      

Please send an email to saikat@cinindia.org with the subject line Application for the post of “Field Coordinator”. 

The last date for application is 6th April 2026.

Note: Please attach a cover letter with your CV, justifying yourself for the suitability of the post.

CINI maintains a Child Safeguarding Policy, Gender Policy, Sexual Harassment Policy and Workplace Policy on HIV related issues.
