
Child in Need Institute (CINI)
Urgent Vacancy

 Position Details
	Particulars
	Details

	Position
	Operations-Finance and Documentation Officer

	Place of Work
	CINI Head Office at Pailan, West Bengal 

	Reporting To
	Programme Manager (H&N)

	Department
	Health & Nutrition

	No. of Vacancies
	1 (One)

	Project/Programme
	Oracle, OSSI and Khorakiwala


	Contractual Period
	1 year, with prospects of extension based on performance

	Consolidated Remuneration
	Rs 28000/- per month 




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.

The person is entrusted with ensuring smooth and efficient functioning of key operational domains. This role centers on managing vendor liasoning, maintain log of all procurements, overseeing the printing, and distribution of IEC materials, maintaining comprehensive documentation, and ensuring optimisation of PMS platform for H&N Division. The incumbent works cross-functionally to drive process improvements and to align operational activities with organizational strategic goals.
Core Responsibilities
1. Vendor Liaison and Management
· Liaison with Purchase team on timely delivery and payments for requisitions placed
· Identify and onboard new vendors as needed to support the Purchase Teams.
· Oversee contract negotiations, renewals, and ensure compliance with agreed service levels.
· Monitor vendor performance metrics and address any issues promptly.
· Interface with procurement and finance teams to ensure vendor activities align with budgetary constraints and strategic objectives.
2. IEC Material Printing and Distribution
· Supervise the design, printing, and timely distribution of IEC materials, ensuring adherence to organizational branding and quality guidelines.
· Collaborate with creative, production, and distribution teams to manage schedules and mitigate any logistical challenges
· Monitor distribution metrics and evaluate the effectiveness of IEC initiatives, providing periodic reports on reach and feedback.
3. Documentation and Records Management
· Ensure that all operational activities—vendor contracts, media communications, IEC material records, and system logs—are documented accurately and stored according to internal protocol.
· Prepare periodic operational reports and summaries for management review.
· Perform regular audits of documentation practices to ensure regulatory compliance and operational integrity.
· Documentation of the project, including generating case studies, process documentation, and documenting good practices from the H&N intervention areas 
·  Document all types of reports and minutes related to training, workshop conducted by the H&N Division etc.
5. Updation in Software Platforms (PMS, IDMS & any other)
· Update project data in PMS (Exto), IDMS and any other across the H&N Project, ensuring that the software is regularly updated, operational, and effectively supports the central team.
· Preparation and submission of vouchers along with other supporting documents for updation in exto and placing to finance
· Coordinate across divisions to ensure smooth operational processes.
This job description will be reviewed periodically to reflect any changes in operational priorities or organizational structure. 

How to Apply
Interested candidates are requested to apply on or before 25th May 2026. Please send an email to jobs@cinindia.org  with the subject line Application for the post of “Operations-Finance and Documentation Officer”.

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.
For more information about Child in Need Institute (CINI), please visit:
CINI Official Website: www.cini-india.org 



