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Child in Need Institute (CINI)
     Urgent Vacancy


Position Details

Position: 		District Coordinator

No. of Vacancies:	1 (One)  

Location:		Kolkata (West Bengal)

Reporting To:	Program Officer/Manager/MIS Lead/Unit Lead



About the Organization:  
Child in Need Institute (CINI), is a leading national-level professionally managed NGO in India with a 51+ years track record since 1974. It is committed to ‘sustainable development in health, nutrition, education and protection of the child, adolescent, and woman in need’. Presently the institution reaches 10 million marginalized rural and urban populations in eastern Indian States.    
About the Position  
  
Management of Malnutrition through Creating Access to Nutrition and Food Security for the most vulnerable Rural & Urban populace in Four Districts in two Eastern States of India through enhanced capacity of service providers, convergent actions, and detailed data management for evidence generation are core components of the project.  
The District Coordinator is responsible for coordinating, consolidating, and ensuring smooth implementation of program and operation activities in adherence to logistics, human resources, administration, and security procedures. The position demands developing and conceptualizing strategies for proper implementation of program activities and coordinate with different stakeholders for the desired outcome. The District Coordinator should ensure sharing and dissemination of project outcomes at the local level with all concerned stakeholders, organize meetings and documenting best case practice for better project visibility and reporting. The District Coordinator has to manage and coordinate field visits of donors/representatives/HO visitors/other stakeholders as and whenever requested.  
  
Job Responsibilities:  
  
· Planning and implementation of activity on day to day and monthly basis.  
· Monthly Review and Progress Monitoring and Planning. 
· Liaison and good coordination with Government Authorities.  
· Liaison with key personnel at District/ Block/ GP/ gram/ cluster/village, and ward level.  
· Organize various orientation and training activities for different groups including field workers, service providers, and Panchayat/LB representatives.  
· To effectively manage accounts and finance-related work – preparing bill vouchers, checking, and submit.  
· [image: ]Gap analysis and advocacy for smooth delivery of services to the community.  Requisition and purchase-related work; Bid analysis, vendor handling  
· To effectively line manage the team of direct reports for ensuring efficiency and quality of the output.  
· Documentation: Compilation and Report writing, CIISS/CMS; MIS, location-wise data management.  
  
· [image: ]Substantial knowledge regarding program management on the field level.  
· Undertake periodic field visits for monitoring & supporting.  
· Mobilize and sensitize Women groups/MAS/Adolescent groups and community members.  
· Assist MAS/Women’s Group/Adolescent groups in their capacity with the use of online/ virtual tools  
· Capacity building of FLWs and adolescent/ Community members on key project deliverables and outcomes.  
· Organize community events such as Mass Awareness, Sensitization and Nutrition drive jointly with the system and key community leaders and stakeholders  
· Facilitate the preparation of a convergent action plan at all the project implementation level.  
· To manage day-to-day administrative work of the organization as per requirement.  
· To manage and supervise logistic arrangements for the project.  
· Ability to multi-task and deal with a complex situation.  
· To be assigned any work as and when required by the organization.  
· Ability to adapt within the working environment and team setting.  Technical Skill  
· Well versed with Monitoring and Program Management Skills and Software  
· Good Presentation and Documentation Skills highly required  
· Team management and time-line/deadline/ due date management with effective and efficient way  
· Ability to work on the electronic device and real-time monitoring and tracking mechanism  
· Ability to use and work on online platforms like Google Meet, Zoom, etc. and review progress, and Ability to use an electronic device for data collection Software tools  
· Processing Android-based Mobile devices for better communication and photo capturing activities.  
· Good Stakeholder Management Skills and relationship management in different level  
· Represent organization at different levels from Govt. to public and private entities  
  
Education Qualification and Experience  
  
· Minimum Education: Post Graduation in Social Sciences (Experiences will be given priority)  
· Language is known: English and Hindi (Local Language is Mandatory)  
· Experience: Minimum 3-5 years’ experience  
· Travel: Travelling is compulsory in this job, both for field and training purposes.  
  
  
 How to Apply
Interested candidates are requested to apply on or before 27th May 2026 and date of interview will 29th May, 2026. Please send an email to cinikoladmin@cinindia.org with the subject line Application for the post of “District Coordinator”.



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 


image1.jpg




image2.png




