


Child in Need Institute (CINI)
Urgent Vacancy



About CINI
Child in Need Institute (CINI) is a leading Indian NGO with over 52 years of impact since 1974. Our mission is to ensure that every child and adolescent enjoys their rights to health, nutrition, education, protection, and participation by building responsive communities and accountable duty bearers. For over five decades, CINI has been a pioneer in community-based development, influencing policy and creating sustainable impact across India. Today, CINI reaches over 10 million vulnerable people across rural and urban communities in West Bengal, Jharkhand, Odisha, Assam, Tripura, Madhya Pradesh, and Bihar. Our efforts have earned widespread recognition over the years. Most recently, CINI has been honoured with the Most Impactful NGO of the Year – 2025 in Healthcare at the Indian CSR Awards 2025, adding to a long list of accolades. Among the most distinguished is the National Award for Child Welfare, conferred twice by the President of India in 1985 and 2004. These honours reflect CINI’s enduring commitment to ensuring equitable access to health, nutrition, education, and protection for vulnerable communities. 
CINI is looking for passionate and committed individuals who are driven to make a meaningful difference in the lives of underprivileged children and communities.



Position Details for Multiple Vacancy


	Particulars
	Details

	Position
	MIS Officer

	Place of Work
	CINI Head Office at Pailan

	Reporting To
	Programme Manager 

	Department
	Adolescent Resource Centre (ARC)

	No. of Vacancies
	1 (One)

	Project/Programme
	Transforming Aspirations to Opportunities for Adolescent Girls & Young Women

	Contractual Period
	1 year. (To be extended based on extension of the project)

	Consolidated Remuneration
	 Rs 60000/- per month (Negotiable)




ELIGIBILITY CRITERIA :
A) QUALIFICATION
i) ESSENTIAL: Masters in Social Sciences, Statistics, Geography, Economics, or a related field 

ii) PREFERABLE: Background in NGO, public health, or development sector. Familiarity with data analysis platforms, reporting/documentation with proficiency in advanced MS Office, KOBO, SPSS, Stata, or any other statistical/data analysis software.

B) LANGUAGES KNOWN: Bengali, English and Hindi

EXPERIENCE (Please specify the field): Minimum 5 years of relevant experience in Programme/Project  monitoring and evaluation, data cleaning, data analysis, maintaining cohort and database, impact reporting & documentation, evidence based monitoring

MAJOR JOB RESPONSIBILITIES

· MIS System Development & Management
· Develop and maintain project MIS/database systems for data collection, tracking and reporting. 
· Design data entry formats, reporting templates and dashboards. 
· Ensure proper digital and physical data management systems are maintained.
· Compile programme data received from districts, schools, colleges and field teams.

· Data Quality, monitoring and reporting 
· Verify completeness, accuracy and consistency of submitted data. 
· Conduct routine data validation and cleaning. 
· Coordinate with field teams to resolve discrepancies and missing information. 
· Support periodic data audits and monitoring exercises.
· Analyse programme trends and performance against targets. 
· Support preparation of review presentations and analytical reports.
· Track project indicators and milestones against the logframe. 
· Support baseline, midline and endline assessments through data management. 
· Maintain documentation for monitoring visits and review meetings.
· Develop different monitoring formats, case studies, success stories, training and programme reports, performance presentations etc. 

· Research, publication and proposal
· Use the data for analysis and research publication 
· Searching for relevant research opportunities 
· Searching the opportunities for proposal and paper presentation 
· Wring project proposal and other need based documentation


Position Details

	Particulars 
	     Details

	Position 
	     Programme Manager

	
Place of Work
	
CINI Head Office at Pailan

	Reporting To
	Sr. Programme Manager 

	Department
	Adolescent Resource Centre (ARC)

	No. of Vacancies
	1 (One)

	Project/Programme
	Transforming Aspirations to Opportunities for Adolescent Girls & Young Women

	Contractual Period
	1 year. (To be extended based on extension of the project)

	Consolidated Remuneration
	     Rs 70000/- per month (negotiable)




ELIGIBILITY CRITERIA:
C) QUALIFICATION
i) ESSENTIAL: Masters in Social Sciences, Social Work, Public Health, Economics, or a related field 

ii) PREFERABLE: Background in NGO, public health, or development sector. Familiarity with project management tools, reporting & documentation
 
D) LANGUAGES KNOWN: Bengali, English and Hindi
E) ANY OTHER (PLEASE SPECIFY)

EXPERIENCE (Please specify the field): 5 to 7 years of relevant experience in Programme/Project management, monitoring and evaluation, ability to manage teams, budgets, timelines, and experience of coordinating field operations.

MAJOR JOB RESPONSIBILITIES

· Programme Planning & Implementation
· Project planning and execution of the project activities as per approved workplan and timelines. 
· Ensure effective implementation of school, college, community and skilling-related interventions across all intervention districts. 
· Prepare monthly, quarterly and annual implementation plans in coordination with district teams. 
· Ensure quality implementation of SHWP, life skills, employability and adolescent empowerment interventions. 
· Monitor achievement of project targets, outputs and outcomes. 


· Coordination & Stakeholder Management
· Liaise regularly with: 
· State Education Department 
· Health Department/NHM 
· Women & Child Development Department 
· Colleges and schools 
· Facilitate convergence with government schemes and programmes. 
· Organize and support state and district-level review meetings, workshops and consultations. 
· Maintain strong coordination with partner organizations and donors.

· Capacity Building & Technical Support
· Provide technical guidance to the project staffs and field teams. 
· Support development and adaptation of training modules, IEC materials and session plans. 
· Facilitate different capacity building of: 
· Health & Wellness Ambassadors 
· College nodal teachers 
· Peer Educators 
· CINI facilitators 
· Ensure supportive supervision and mentoring of field staff.

· Monitoring, Supervision & Quality Assurance
· Conduct field monitoring visits to schools, colleges, villages and learning centres. 
· Ensure quality delivery of classroom and community sessions. 
· Review programme progress against indicators and timelines. 
· Identify implementation gaps and provide corrective actions. 
· Ensure proper documentation of best practices, success stories and case studies.

· Reporting & Documentation
· Prepare and submit: 
· Monthly progress reports 
· Quarterly reports 
· Donor updates 
· Training reports 
· Event reports 
· Support preparation of project presentations, concept notes and review documents. 
· Ensure timely and accurate reporting from districts.
· Proposal Writing & need based documentation

· Financial & Administrative Oversight
· Monitor utilization of project budgets and approved activities. 
· Support district teams in activity planning and budget management. 
· Ensure compliance with organizational and donor guidelines.

· Data Review & MIS Coordination
· Coordinate closely with the MIS Officer for data management and analysis. 
· Review dashboard data and progress tracking reports regularly. 
· Use programme data for decision-making and course correction.




How to Apply

Interested candidates are requested to apply on or before 22nd May 2026. Please send an email to jobs@cinindia.org  with the subject line Application for the post of “MIS Officer” and “Programme Manager”.

Equal Opportunity Statement
CINI is an equal opportunity employer. Eligible candidates irrespective of gender are strongly encouraged to apply for this position.
Child in Need Institute (CINI) follows the Child Protection Policy, Sexual Harassment at Workplace Policy, and all HR-related policies.


